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Carmichael of Scripto tells— 
How to profit in foreign markets passa 


ALSO HOW OPERATIONS RESEARCH CAN SAVE YOU TIME, COSTS, PROFITS page 39 








the preferred furniture of great and growing organizations 
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'an investment in lasting beauty and comfort 
























Whether you’re expanding your office, 
opening a branch, or bringing present 
quarters up to date, matched Royal seat- 
ing should rank high on your list of 
absolute “musts’—for no other invest- 
ment can add so much to the comfort, 
appearance and efficiency of your busi- 
ness home at such a small dollar outlay. 
And, because all Royal seating is built 
around sturdy steel frames, they will 
look better, remain more comfortable, 


and last far longer. 





before you buy, 
/ see these dramatic 
1W Park Avenue chairs... 
dj by 
... AT YOUR DEALERS NOW 


In wide choice of modern upholstery fabrics, colorful metal 
finishes, or write for free ‘‘Park Avenue" Catalog. 


eke Vem i ee Vem Cw lel o Vommei-dl, [cmete) iN, hg 
One Park Avenue, New York 16, New York Dept. 4-1 






FOR THE SECRETARY 


al € 
il Posture Chair 


Under $40” 


FOR THE EXECUTIVE FOR THE CONFERENCE ROOM FOR THE JUNIOR EXECUTIVE 


Impressive, comfortable, Comfortable, modern, dis- Long on comfort, low in 
van dame ar- tale bagel el elcome 7-1laleh mela Tialon dh'a- mar: lalemaaeielel-1emg-lialen cost. 1202 Armless Swivel 
cushioned arm rests. 1201 or cushioned arm rests. Chair. 

Executive Chair. 1206 Arm Chair Under $80* 

Under $100* Under $70* 


“Prices vary according to upholstery, and choice of arm rests. 


(Circle number 125 for more information) 





Royal M¢Bee is cutting automation down to size 





Gives you automatic 
punched-card processing 
with one low-cost machine 


The Keysort Tabulating Punch today cuts automa- 
tion down to size by providing, in just one compact 
unit, everything required for complete punched- 
card processing. With greatest adaptability to a 
company’s size and procedures. And at a rental of 
less than $100 a month. 


Keysort Tabulating Punch code-punches and 
tabulates quantities and amounts in Keysort cards 

. then reads, duplicates and summarizes these fig- 
ures ... Simultaneously printing them for visual 
verification. The most versatile machine of its kind 
available. Easy to master, easy to use. In almost 
every area of plant control—job costing; labor dis- 
tribution; inventory; labor, material and produc- 








NEW KEYSORT TABULATING PUNCH 


tion control; sales and order analysis. In service 
organizations and hospitals—in every type of opera- 
tion requiring fast, accurate data processing. 

Contact your nearby Royal McBee Data Process- 
ing Representative, or write us for brochure. 








vera : 

OUTSTANDING FEATURES * Simple operation 
from 10-key keyboard * Punches 2 quantities in 
one operation (dollars-hours, dollars-units, etc.) 
* Simultaneously tabulates all amounts * Reads 
sorted cards, automatically accumulates and totals 
punched amounts * Prints all figures for immedi- 
ate verification * Adaptable to any size work-load 
... to centralized and decentralized operations. 











ROYAL MCBEE 


DATA PROCESSING yi phd te PORT CHESTER, N.Y. 
ORLD’S LARGEST MANUFACTURER OF TYPEWRITEI 


AND MAKE OF | ATA PROCES 1G QUIPMENT 


(Circle number 151 for more information) 
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Ask for 










Howano 
handy man 


over in Accounting, too 


HOWARD is the family name of a big 
line of business papers. But HOWARD 
is on a “first name” basis in thousands of 
efficient offices. HOWARD Ledgers, for in- 
stance, include the Howard line itself in 
regular and posting finishes—plus Wytek 
(extra tough), Correct (rag content), and 
Workwell (very thrifty). All made with 


Howard &. 


modern accounting methods and account- 
ing machines in mind. All created to make 
record-keeping easy, legible, permanent. 
And all made by one of the divisions of 
Howard Paper Mills, Inc.* 

Remember ‘‘Howard” and his family of 
business papers—an easy name, a good 
name—to remember. 


HOWARD 
PAPER MILLS, 
een BUSINESS + ait: INC. 


HOWARD PAPER MILLS. INC. Dayton, Ohio 





Bonds « Ledgers + Mimeograph + Duplicator + White Print 
Process Master Papers + Letterpress and Offset Papers + Envelopes 


is the 


* FOUR DIVISIONS: HOWARD PAPER DIVISION. Urbana, Ohio -AETNA PAPER DIVISION, Dayton, 
Ohio- MAXWELL PAPER DIVISION. Franklin. Ohio- DAYTON ENVELOPE DIVISION, Dayton, Ohio 


(Circle number 130 for more information) 
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New! 


Relaxing 








Massage 





in the 


President's 






(Chair 


Quality rotary 
motor creates 
gentle massage 


Finger-tip control 
turns on and selects 
degree of massage 


HARTER MODEL 65 EXECUTIVE POSTURE CHAIR 


Tensions . . decisions . . deadlines got you all tied up in knots? Just lean back in a 
Harter 65 Executive Chair, select the Swedish massage action you prefer and relax. 
Cool, extra-deep, molded foam rubber cushions in seat back and arms transmit 
massage, gently relieving tensions all over. In a few minutes return to your work 
refreshed and alert. The bigger your job, the more you'll appreciate this chair. 


With the massage turned off, you have the aristocrat of all executive posture chairs. 
Five precise controls fit the 65 to you. In the lithe new base, in upholsteries, in 
metal finishes, nothing has been spared to make the Harter 65 the finest. 


Write for literature—we’ll send name of your nearest Harter dealer. 


HARTER CORPORATION, 906 PRAIRIE, STURGIS, MICHIGAN 





i H@RTER Bepes 
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LET US PLACE ON Your DESK FIRE... THIS UNIQUE SCIENTIFIC STUDY:* SHOWING 








How Four Companies 
Saved Thousands of Dollars 


on Payroll Costs 


f 








AND INCREASED PRODUCTION AND PROFITS 


SIMPLE way for management to get more 
A out of payroll dollars is demonstrated in 
a new study. Conducted independently, it 
scientifically measures the value of music by 
MUZAK. 

Here, briefly, is what music by MUZAK ac- 
complished in four cases: 


CASE NO. 1 — An INCREASE of 8.03% in 
the productivity of clerical workers in the 
direct-mail department of Prentice-Hall, 
Inc., Publishers — producing a net yearly 
savings substantially in excess of MUZAK’S 
modest cost. 


CASE NO. 2— A REDUCTION of 38.6% in 
typing errors in the accounts payable office 
of Lever Brothers Co. 


CASE NO. 3—Employee Turnover DE- 
CREASED 53.3% in the New York Reserva- 
tions Office of Eastern Air Lines. Also noted: 
a 7 count improvement in the qual- 
ity of worker performance. 


CASE NO. 4~ An INCREASE of 
18.6% in the key-punch production 
of the Mississippi Power & Light 
Co. Also noted: a 37% decline in 
errors, time required to process 
bills decreased 16%. 


How MUZAK Affects Profits 
These remarkable results are now detailed in 
an interesting booklet that will be sent without 
cost or obligation. It is called HOW MUZAK AF- 
FECTS PROFITS. 

It is a unique case book because (to the best of 
our knowledge) it includes the first statistically 
reliable management engineering studies that 
measure savings resulting from environmental 
changes in work areas. It explains the diversity 
of problems solved, the wide range of benefits 
available to management, facts and figures that 
may suggest a way to increase payroll savings 
and profits in your own company. 





*MUZAK—Reg. U.S. Pat. Off. 


Four Unique Features 
That Make MUZAK 
Different from Ordinary 
“WORK MUSIC” 


MUZAK has spent 20 years 
perfecting the scientific 
way to meet the minimum 
requirements of a success- 
ful work-music program. 
It brings you these four 
unique features that are needed to do the job: 


YOU NEED A SPECIAL KIND OF MUSIC 
which is “heard but not listened to’ — which 
stimulates without distracting. 


YOU NEED SCIENTIFIC PROGRAMMING 
to suit the time of day, place, and type of work 
activity. MUZAK employs sound psychological 
techniques to counteract normal daily trends of 
worker fatigue, offset monotony, raise efficiency. 
YOU NEED “CONTROLLED DY- 
NAMICS” to penetrate noise barriers, 
mask out unwanted. noise, without 
becoming distractingly loud. 


YOU NEED A COMPLETELY 
AUTOMATIC SYSTEM which avoids 
the cost of assigning personnel to it. 
A flick of the switch starts MUZAK. 

These four major MUZAK “exclusives” 
. tell you why ordinary “background 
music” just cannot accomplish what MuzAk’s 
scientifically planned service can do for you. 


FREE COPY — “How MUZAK Affects Profits” 


This unique book includes scientifically meas- 
ured effects of MUZAK on productivity, accuracy, 
turnover, quality of work — savings and profits. 
It is yours for the asking. Simply mail the 
coupon and you will receive a copy without 
cost or obligation of any kind. Muzak Corpo- 
ration, Dept. 89, 229 
Fourth Ave., New 
York 3, N. Y. 











%* A UNIQUE CASE BOOK 


out influence or interference by comprised of the same individuals 
MUZAK Corporation and undet both before and after the intro- 
study conditions satisfactory to the duction of MUZAK. 


MUZAK Affects Profits.” 


ERIM hc gin cs Gain wh wer p.toe 
survey consultants. The fourth 
study was independently made by Company «0's. 6000s 0500: 
an executive of a large southern ; 
The first three studies included public utility. These studies recog- Type of Business......... 
were conducted by the Manage- nize the fact that no two work 
ment Engineering Firm of STEVEN- groups are alike. Therefore, wher- oo ee eS ey ye 
SON, JORDAN & HARRISON, INC. Its ever possible, in each of the studies - 
investigations were conducted with- measurements were made of groups City & Zone............. 


to Worker Tension.” 


information. 
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MUZAK Does So Much .. . For So 
Many Kinds of Business 


FACTORIES AND PLANTS note a defi- 
nite improvement in production 
and efficiency. They also report less 
internal friction. 


BANKS find it pays ‘to provide 
MUZAK both to customers and to 
employees. It creates a “nice to do 
business here” atmosphere . . . and, 
by relieving Worker Tension, aids 
concentration of clerical workers. 


OFFICES find that MUZAK relieves 
the tensions caused by “noise fa- 
tigue” in rooms filled with the clat- 
ter of office machines. MUZAK pene- 
trates noise barriers, masks out un- 
wanted sounds. 





MUZAK is transmitted automati- 
cally from MUZAK studios in princi- 
pal cities. Spot installations avail- 
able for remote locations and 
TRAVEL MUZAK for trains, planes, 
ships and busses. 


MUZAK and TRAVEL MUZAK 
Reg. U.S. Pat. Off. 


SHPO EHH EEE EEEE HEHEHE EE EH EEE EEE EEE HEHEHE OHHH EEE EEE HEHEHE 


MUZAK Corporation, Dept. 89, 
229 Fourth Avenue, New York 3, N. Y. 


Please send me free and without obligation a copy of “How 


FG a oe ek date No. of Employees.......... 


(0 Check here if you also wish to receive free a copy of “An Answer 


If you are interested in a Muzak franchise, please write for further 


5 











your company rs judged 
by the office you keep! 


Cole Steel offices have a personality that 
radiates friendliness plus efficiency... . 
Scientifically engineered construction, 
handsome styling . . . consideration for 
comfort ... are all combined in Cole 
Steel Office Equipment. Cole Steel fur- 
niture is America’s top selling brand... 
its low initial cost, minimum upkeep, 
and enduring beauty make it the great- 
est dollar value in steel office furniture. 


© COLE-STEEL> 


Cole Steel Equipment Co., Inc. ¢ 415 Madison Ave., New York 17, N.Y. 
Canada: 329 Dufferin St., Toronto, Ont. 























This is the time of the pinch, the profit squeeze. 
Call it what you will, keeping costs down, finding 
ways to make less money do more work is one of 
management’s prime objectives today. Our transpor- 
tation specialists have been able to help many com- 


52 TERMINALS IN 18 STATES 
COAST-TO-COAST SERVICE 


FAST, DEPENDABLE, SURE 






































panies effect unexpected economies in transportation 
and at the same time speed up shipments. They can 
help you, too. Have someone in your organization 
check with Interstate System on your transportation 
needs. We're in the Yellow Pages. 


INTERSTATE 


More than a truck line — a transportation system. 


SNTERSTATE MOTOR FREIGHT SYSTEM, Grand Rapids, Michigan 


(Circle number 133 for more information) 
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THIS NATIONAL ACCOUNTING MACHINE has 
plified the record-keeping set-up of The 


iroatly sim- 
ianchi Co. 














A. J. BIANCHI, whose com- 
pany was in business 
during the Civil War. 












THIS MACHINE—the only one of its kind 
in the world—was designed to mass 
produce chocolate covered cherries. 





BIANCHI IS THE ONLY COMPANY to manufacture 100% 
liquid center cherries and chocolate covered cherries. 





“Our Calional System 
saves us *2,400 a year... 


returns 68% annually on our investment.”’—the Bianchi Company 


“The ease with which we are able to 
operate our new National Account- 
ing Machine has speeded up our 
posting work- considerably, making 
more time available for credit follow- 
up and other important office activi- 
ties,” writes A. J. Bianchi, of The 
Bianchi Company. “In fact, we esti- 
mate that our National has cut post- 
ing time by 75%. 

“All totals are accumulated auto- 
matically by our National System, 
eliminating the daily re-adding of 
columns. And with the information 
our National supplies, we are able 


to complete tax reports in a fraction 
of the time it previously took by 
hand. Our National System is easy 
to operate, too, making it easier for 
us to train new employees. 

“By increasing the efficiency and 
economy of our operation, our 
National System saves us at least 
$2,400 a year, returns 68% annually 
on our investment.” 


a 
— 


of The Bianchi Company 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 


& 


e HELPING BUSINESS SAVE MONEY 


(Circle number 146 for more information) 


New York City, N.Y. 


Your business, too, can benefit from 
the time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through savings, 
then continue to return a regular year- 
ly profit. National’s world-wide service 
organization will protect this profit. 
Ask us about the National Mainte- 
nance Plan. (See the yellow 

pages of your phone book.) 27%) 


*TRADE MARK REG. U.S. PAT. OFF. 





ACCOUNTING MACHINES. 
ADDING MACHINES + CASH REGISTERS 
wer paper (No Carson Required) 
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FOR FREE COPIES, 


WwW : 
How to predict 1959 profits 


Recommened reading for any execu- 
tive interested in marketing is a new 
report, “The Turning of the Tide,” 
based on .studies made by Market 
Planning Corp., affiliate of McCann- 
Erickson, Inc. 

The booklet, documented with 
major economic barometers, predicts 
1959 will be the most prosperous year 
in American history. 

Marketing management will find 
the information, statistics and charts 
presented in this 3l-page report use- 
ful in planning, programming and 
budgeting for the year ahead—and 
beyond. 

For a free copy of this vital report, 
circle number 281 on the Reader Serv- 
ice Card. 


WwW 
Sales training aid 


“Sales Training and Direction” is a 
66-page manual published by S. D. 
Warren Co., paper makers. It gives 
down-to-earth examples of properly 
directing selling efforts. There are 307 
illustrations of specially selected sales 
aids used by leading companies in 
their own training programs. They 
emphasize how effective printed ma- 
terial can help attract sales. 

The practical ideas presented can 
be readily adopted or adapted by 
others. 

For this free book, circle number 
293 on the Reader Service Card. 


Ww 


Management training courses 


“Management Development Cours- 
es in New England” lists in detail 
executive training opportunities avail- 
able in that area. The book provides 
full data on school location, eligible 
applicants, subject listings, course 
duration, tuition, average enrollment 
and contacts for additional informa- 
tion. 

Some 42 colleges and universities 
are included, as well as 26 regional 
business and trade groups. The courses 
cover practically every type of busi- 
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USE READER SERVICE CARD OR WRITE DIRECT 


ness and management function, and 
range from a one-day, $10 session to a 
full year course at Massachusetts In- 
stitute of Technology costing $2,900. 

For this free 60-page book, write to 
New England Council, Statler Bldg., 
Boston 16. 


WwW 


Supervisory management 


Findings of a survey of 300 sub- 
scribers are reported in a 12-page 
review, “The Use of Supervisory Man- 
agement Magazine in Supervisory De- 
velopment Programs.” 

Prepared by American Manage- 
ment Association, the report provides 
guides based on actual practice in 
companies using Supervisory Manage- 
ment. It suggests methods for integrat- 
ing this AMA resource with super- 
visory training programs by citing re- 
sults of 13 case histories. 

For this free report, write to Ameri- 
can Management Association, Inc., 
1515 Broadway, New York 36. 


WwW 


Pro and con of spot stocks 


In an example-studded booklet, 
the Corporation Trust Co. reviews the 
case for distribution through public 
warehouses. Called “Spot Stocks Mean 
More Sales,” it spells out the many 
advantages of spot stock systems. 

The piece also points up the prob- 
lems and pitfalls inherent in such 
distribution methods. 

For your free copy of this booklet, 
write The Corporation Trust Co., 120 
Broadway, New York 5. 


Ww 


Executive desks 


Shaw-Walker Co. offers an eight- 
page folder describing desks that can 
be efficiently organized for executive 
accomplishment. They feature several 
innovations to help eliminate top clut- 
ter and drawer hodgepodge. Drawers 
house telephone, four walnut letter 
trays, glass-covered reference shelf, 
even a waste basket. 

For this free folder, circle number 
299 on the Reader Service Card. 


These booklets—promotional and otherwise— 


item listed will be sent to you without cost. 





contain ideas of possible profit to you. Each 


Ww 


Incentive manual 


“How to Increase Sales, Boost 
Morale, Promote Goodwill” is a 32- 
page booklet offered by John Plain & 
Co. It shows how well planned incen- 
tive programs and well selected pre- 
miums can accomplish these objec- 
tives. It lists 26 ways merchandise in- 
centives have been used with good 
results. The piece also describes this 
firm’s facilities for carrying out such 
programs. 

For this free incentive manual, cir- 
cle number 292 on the Reader Service 
Card. 


WwW 
How to motivate employees 


“How to release that extra produc- 
tive power in your people” is one arti- 
cle that received unusual response 
from MM readers. Published origi- 
nally in the October ’57 issue, this 
study is now available in reprint form 
from Management Consultant Leslie 
M. Slote, the author. 

The facts presented are practical 
guides to releasing the latent talents 
and productivity of all levels of man- 
agement as well as office and factory 
employees. Three check lists are in- 
cluded for evaluating motivation by 
top management, middle management 
and intermediate supervisors. 

For this free four-page reprint, 
write to Leslie M. Slote, Management 
Consultant, 54 Joyce Rd., Hartsdale, 
N.Y. 


WwW 


Direct mail—sales tool 


The basics of using direct mail as 
a selling tool are explored in a new 
14-page guide published by Tension 
Envelope Corp., and titled “Direct 
Mail Is Everybody’s Salesmen.” Tech- 
niques and ideas presented can be 
applied or adapted by practically any 
business. Chapters cover every aspect 
of mail selling, from making the initial 
contact to fundamentals of record- 
keeping. 

For this free booklet, write Tension 
Envelope Corp., 19th and Campbell 
Sts., Kansas City 8, Mo. 
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GALLAGHER COTTON MILLS 





AND ASSOCIATES 


p ARC wITECTS 


RADER 


ENGINEERS 7 


HONE YWEL| 
CONTINENTAL OPTICAL COMPANY ¢ 


DIVISION OF JACQUES-KREISLER CO 


Glace Engineering Corporation 














THE HOUSTON CORPORATION 


LOmO vo 


St umes 














Where work and play are combined—profitably! Join these major business 
firms who have Iccated in this area. Qualified workers, excellent schools, 
recreational and cultural activities, fine transportation, well-balanced 
industrial and commercial growth, outstanding community spirit and pro- 
gressiveness ... and ideal area in which to locate. Write on your letter- 
head today for informative literature. 


Note: Persons seeking positions with St. Petersburg industries, please write 
Florida State Employment Service, 1004 First Avenue North 


ST. PETERSBURG CHAMBER OF COMMERCE 


Jack Bryan, Industrial Director Dept. MM St. Petersburg, Florida 
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Executive Chair and office furniture by Cramer Posture Chair Company, Kansas City, Kansas 


YOU WORK IN STYLE AND COMFORT WITH 
U.S. NAUGAHYDE® and U.S. KOYLON® FOAM 


FINEST IN VINYL UPHOLSTERY FINEST IN CUSHIONING 


You can have the perfect combination of good looks and absolute comfort in 
your office—so easily! Just specify that your new office furniture be upholstered 
with handsome U.S. Naugahyde and cushioned with luxurious Koylon Foam. 
Smartly styled in a wide range of textures and colors, both Elastic’ Naugahyde 
and deep-dimensional Breathable* Naugaweave tailor trimly...wear and wear 
...need the minimum of care to keep them clean and bright as new. And noth- 
ing rivals Koylon Foam’s long-lasting depth of comfort. A combination like 


that is good business! *Patent applied for 


Dept., Mishawaka, Indiana 


abrics 
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Wm. Herbert Carr, Vice President— Finance, California Packing Corporation 


“‘Moore forms help us speed Del Monte sales forecasts” 


CONTROL GIVES CALPAK MORE ACCURATE REPORTS SOONER TO MEET FAST MARKET CHANGES 


With thousands of food items in their line, the California 
Packing Corporation (Del Monte) must have up-to-the-min- 
ute sales and inventory facts on each product. A new auto- 
mated system makes possible complete weekly reports based 
on information from over 240 widespread locations. 


Figures from plants and sales offices are fed into an 
IBM 650 Computer, which calculates total sales, unshipped 
orders, transfers and inventories. The magnetic tapes con- 
taining this information run through an IBM Tape Data 
Selector, which prints the complete Stock and Sales Report 
on specially designed Moore 4-part continuous forms. This 
is Calpak’s control in print. 


These are the benefits: Intermediate copying steps are 


Build control with 


eliminated. Errors are cut to a minimum. Correct marketing 
action can be taken faster to insure proper levels of stocks. 
More detailed market forecasts prevent loss of profit from 
under or over production during short packing seasons. 


The Moore man can help in the scientific 
design of Automated Data Processing (ADP) 
systems and the forms tailored to them. For 
further information on— and samples of — 
Moore-planned form systems, write the nearest 
Moore office. 





Moore Business Forms, Inc., Niagara Falls, N. Y.; Denton, Texas; 
Emeryville, Calif. Over 300 offices and factories through- 
out U.S., Canada, Mexico, Caribbean, Central America. 





MOORE BUSINESS FORMS 
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Typists who keep swiveling their heads from copy to 
typewriter (and most of them do)—often end up with 
typing fatigue. Result: their speed and efficiency are im- 
paired and your typing production is seriously decreased. 


It’s acommon office problem—but you can beat it with 
the new ROYTYPE PRES-TO-LINE COPYHOLDER. With 
this convenient typing aid, your typists can sit in a natural 
and comfortable position and read line by line copy that 
is directly in front of them at their own eye-level. 

Actually pays for itself! Leading companies using the 
new copyholder report that it can save 3 to 4 times its own 
cost. The ROYTYPE PRES-TO-LINE is used extensively in 
business and industry, in U. S. Government offices, in 






























































public utilities, drafting firms and many other organiza- 
tions throughout the country. 

There are special models available for bookkeeping 
machines and other office equipment. Ask your ROYTYPE 
Representative for a demonstration in your office. Fill 
out the coupon below for a 3-day Free Trial. No obliga- 
tion, of course. 


R OV TYPE casteion 


carbon papers, ribbons, quality supplies for all busi- 


ness machines . « « products of Royal McBee Corporation, world’s 
largest manufacturer of typewriters. 


Only ROYTYPE PRES-TO-LINE provides: 
front, eye-level reading 
line-by-line spacing 
instant adjustability for neight, 
focal distance and 
correct lighting on copy 


ROYTYPE, Royal McBee Corporation, Dept. A 
Westchester Avenue, Port Chester, N. Y. 


Yes, I would like a 3-day Free Trial of the new 
ROYTYPE PRES-TO-LINE Copyholder. 


Name Title 





Company Name 





Address 





City Zone State 
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| Now you can 

junk all those 
time- and 

space-wasters 
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business letterhead. 


A marvel of convenience, this Shaw- Walker 
“Clutter-Proof” Desk entirely eliminates desk 
top clutter and desk drawer hodgepodge. 


Fully 75% of the things that pile up on top 
or in drawers of other desks have a specific 
place inside this desk. You have in-drawer 
letter trays, work separators, letter file, card : 
trays, forms rack and work tools organizers. : 
Even an in-drawer wastebasket and phone. 
Your usable working space is nearly doubled. 


See this new “Clutter-Proof” Desk at one of 
Shaw-Walker’s 17 branches or 470 dealers. 


: FREE — 252-page Office 
A Guide of modern equip- 
ment and its efficient use. 
In color. Request on 
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MUSKEGON 2, MICHIGAN 





sooner. 





PITNEY-BOWES 


MAILOPENER 


el 
ww Pitney-BowEs, INc. 
” 4572 Walnut St., Stamford, Conn. 


... originator of the postage meter... 
offices in 107 cities in U.S. and Canada 





e Why depend on a girl to open mail 
by hand and dagger methods—while 
the day’s work waits until the mail is 
distributed? A MailOpener can add 
working minutes to every morning. 


e The MailOpener trims a hairline edge 
offevery envelope, swiftly, neatly, safely 
—leaves the contents intact. Handles 
any size envelope, of any stock. 


e Three Pitney-Bowes models, hand or 
electric, for any office, large or small. 


e Call any PB office fora free trial of a 
MailOpener in your office. Or write for 
free illustrated booklet. 


FREE: Send for handy desk or wall chart of 
new postal rates, with parcel post map 


and zone finder. 
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Letters 


Slump stumping ideas 


sir: In my opinion your article, “Seven 
Chief Executives Tell What They Are 
Doing to Beat the Recession,” [MM, 
July °58] is excellent and certainly 
rates wide distribution. 


WALTER S. YAHN 
CHAIRMAN OF THE BOARD 
AMERICAN STERILIZER CO. 

ERIE, PA. 


Budget-setting guide 


str: We feel that the article in your 
July issue entitled “This Task Method 
Tells You How Much To Spend for 
Selling,” by Eugene B. Mapel, is one 


| of the most pertinent articles concern- 
| ing budgeting of advertising and sales 
| that we have seen. We are certain that 


| 
| 


people in our organization and in our 
clients’ organizations will be able to 
get much value from it. 


WALLACE F. GREEN 
ACCOUNT EXECUTIVE 

AYRES, SWANSON & ASSOCIATES, INC. 
LINCOLN, NEB. 


Pollution and site selection 


sir: The article “How to select the 
right land for a new building” (MM, 
June *58), is very timely and impor- 
tant. However, Author A. Carl Stell- 
ing omitted one consideration that is 
becoming more and more important. 
That is the problems and costs in- 
volved in preventing plant-produced 
pollution of streams. 

Treatment of wastes costs money. 
Any plant that produces polluting 
wastes should know local and state 
requirements for such discharges. 
Maximum demands at one site against 
those at another should be tallied. In a 
plant with a large volume of wastes, 
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Read how effortless 


dictation becomes...with the 


automatic dictating machine 








Here’s how you operate 
the new Dictaphone TIME- 
MASTER: you start by snap- 
ping in its remarkable Dicta- 
belt record. This record can 
not be erased by accident— 
it’s the simplest, most eco- 
nomical dictation record made. 


aLLnew DICTAPHONE Hig = 





Dictaphone Jime7//asler @ 





... now pick up mike. That 
turns machine on. Start talk- 
ing. No wait for warm-up— 
thanks to transistors. And all 
your dictation controls are 
touchbuttons right on the 
mike. Result: you save time 
—and that’s money. 





Easy so far? It gets even easier. The Dictabelt record does 
all its recording visibly. You always know where you are, 
need no blind reelwinding to spot a part you want played 
back. Mistakes are marked under exact groove here on this 
slip—it’s as easy for the secretary as it is for the boss! 

And that’s only the beginning. Call your local Dictaphone 
office for a demonstration of this most timesaving, profit- 
making method of business communication known. 





fy 





TIME-MASTER 





Ca 


MORE THAN A DICTATING MACHINE—A MONEYSAVING INVESTMENT 


Dictaphone Cor; 
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xington Ave., N 


ation, 42 
- in England, Dictaphone Co. lLtd., 


Y. 17, N. ¥. + Service you can depend on the world around. In Canada, write Dictaphone Corporation, ltd., 204 Eglinton Ave. East, Toronto 


17-19 Stratford Place, London W.1. Dictaphone, Time-Master and Dictabelt are registered trademarks of Dictaphone Corp. 
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NOW ...EvVEN LOWER-COST 
FIGURING WITH THE NEW 





NEW 
Instant 
Electric 
Clearance 


NEW 
Customatic 
Key Control 


NEW 
Eye-ease 
Color 


omptometer 
usSstomatic 


WITH NEW SPEED-UP FEATURES 


It’s the cost per calculation that counts! The Customatic Comptometer’s famous 
features, augmented by new advancements; enable you to get more and better work 


done, at still less cost. 


New Customatic Key Control. Instantly sets to individual touch. Built-in floating 


action stops finger-fatigue. 


New Instant Electric Clearance. Touch the bar—dials are instantaneously cleared. 


New Eye-ease colors—and all the other famous Comptometer features: Accuracy 
Key—insures complete registration; giant-size, easy-to-read numerals; Direct-Action 
Keys for speedy answers (no intermediate operations); and many others for greatest 


operating ease, economy and time-saving efficiency. 


Let us prove this in your office FREE. 
Now lease any Comptometer business machine on a nationwide leasing plan through 


Comptometer offices. 






Comptometer Comptograph “220M” — 
with new multiplication key—more 
features than any other 10-key 
listing machine. Mail coupon. 





Comptometer Commander — insures ac- 
curacy in dictation. Lifetime Mag- 
netic belt saves far more than ma- 


chine costs, Try it today, FREE. 





BETTER PROD\ T 


( omptometer ( orporation hin Unt ais acuta ne 


COMPTOMETER CORPORATION 
1712.N. Paulina St, Chicago 22, Illinois 


—) Arrange free office trial for me on: 

{) Send me literature on: 
(1 Comptometer Customatic 
(1 Comptometer Comptograph ‘'220M” 
(1) Comptometer Commander 
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the difference between requirements 
might easily mean a saving in capital 
outlay for a treatment plant of any- 
where from a minimum of, say, $100,- 
000 all the way up to a possible sav- 
ings total of $1 million. 

The possibility of discharging into 
a local sewerage system, and the cost 
of so doing, versus building a treat- 
ment plant should be _ investigated. 
Possibility of having the city treat 
plant wastes and service charge in- 
volved should also be looked into to 
prevent needless spending. 

Determination of the relative im- 
portance of these factors at one site 
as against another should be studied 
by competent sanitation engineers be- 
fere any. purchase commitment is 
made. Local and state health and pol- 
lution control authorities are ready to 
discuss these problems. They will 
enumerate the basic requirements for 
prevention of stream pollution that 
will help in analysis and decision in 
site selection. 

Cheap land does not always turn 
out to be cheap if an expensive waste 
treatment plant is going to be re- 
quired. 

EDMOND B. BESSELIEVRE 
MANAGER, 

INDUSTRIAL WASTES DIVISION 
K & H ENGINEERING CO. 
TOLEDO 


Employee loans 


sir: We read with interest in your 
Workshop for Management section, the 
item, “You Boost Morale When You 
Establish Loan Policy.” 

You correctly state, “Even in time 
of special need, most employees are 
reluctant to ask the boss for a salary 
advance. They fear the embarrass- 
a 

May we suggest that a better so- 
lution than a small loan department 
operated by management is a credit 
union owned and operated by em- 
ployees. Under such an independent, 
non-profit corporation, employees 
save their money together and meet 
their own need for loans at low cost— 
without going to the boss. 

Personnel men say credit unions cut 
down and sometimes completely elimi- 
nate garnishments, avoid the cost and 
nuisance of credit checking and ad- 
vances. They actually help improve 
safety records because workers can get 
help in solving worrisome financial 
problems that often result in absentee- 
ism and accidents. 

H. VANCE AUSTIN 
MANAGING DIRECTOR 
CREDIT UNION 
NATIONAL ASSOCIATION 
MADISON, WIS. 
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arrange for today’s needs... rearrange for tomorrow’s 


with Art Matal “Modulars’” 


ART METAL “MODULARS” let you meet today’s needs perfectly and also protect your business from 


future loss of efficiency caused by inflexible office layout. For every job function in the office — specialist, clerical 
and secretarial as well as executive — efficient work stations are created simply by combining interchangeable 

Art Metal units to fit individual working needs. The benefits — in higher output and faster handling of 

office business, are permanent. since all units can be adapted and rearranged at will whenever requirements change. 
In open groups or in private offices enclosed with Art Metal movable partitions, “Modulars” actually save up to 
30% in office floor space without crowding. Styled in steel by Art Metal, the originators of metal 

office furniture. “Modulars” in your choice of finishes and colors will make and keep your office 


impressive, attractive and productive. 


NEW EXECUTIVE HANDBOOK 


. the most 
zuide to the use of 


gu 
equi 


v 
Well-planned convenience in all Many colors, finishes, and optional 
office areas is provided by space-saving setups afford widest selection at 


“Modulars” in “L” or “U” arrangements low initial cost, together with 
...in either right or left hand setups. complete freedom of rearrangement. 


shoal 


pt} 
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mn 
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making offices better for business since 1888 
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Why this double image of 





In two similar surveys subordinate managers 
rate top executives and top executives rate 


themselves. The results are strikingly diver- 


gent, as the chart here shows. 


ee Presidents and 
vice presidents tend to think of 
themselves as better bosses than 
they are considered to be by sub- 
ordinate managers and supervisors. 

For example, top management 
respondents to a new MANAGEMENT 
METHODs survey are unanimous in 
stating that they encourage their 
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PLATS LE IIIS RN LD PHAN ED OE IOS 2 OT ee 
SUBORDINATE EXECUTIVES SAID: TOP EXECUTIVES SAID: 
In your opinion, does your superior need additional man- Looking at your own management ability, do you feel that 
agement training? you need additional management training? 
yes yes 
80% | EE TTL ELLA LONE LE LE 94% 
no no 
SOMATA 20% 2a 6% 
Has your superior told you, in general, what is expected of Do you tell your subordinate executives, in general, what 
you to qualify for promotion? is expected of them to qualify for promotion? 
yes yes 
RGRERSe me 42% SENT 72% 
no no 
‘EES SRNSIS ARIA IER 58% SS 28% 
Does your superior encourage you to suggest new ideas or Do you encourage your subordinates to suggest new ideas 
methods? or methods? — 
yes yes 
SR eee ee 76% ERT OTTER 1 OD l% 
no no 
aN 24% none 0% 
Does your superior commend or otherwise reward you for Do you commend or otherwise reward your management = 
outstanding work? subordinates for outstanding work? 
usually usually 
EA 53% RRC EEE? NCTE RE. 90% 
seldom seldom 
5a RRR 39% ate 10% 
never never 
see 8% none 0% 
ESATA a ia el FNRI ESE ET Mp ERIN AGP reacamue remmomansnnneen ei: 
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the boss? 


subordinates to suggest new ideas. 

But subordinate managers have 
another view. Of 420 subordinate 
managers surveyed, one in four 
says his superior does not encour- 
age him to offer suggestions. 

Few of the top men admit to the 
other severe management failings 
of which they are accused, confiden- 


tially, by men at lower job levels. 
For example, 20% of the subordi- 
nate managers surveyed say they 
are kept poorly informed by top 
management on company plans. 
But none of the top executives sur- 
veyed believe they do a poor job 
of keeping subordinates informed. 
These and other compared find- 





ings from two similar surveys re- 
flect a hidden gulf of misunder- 
standing between top and lower 
management levels. Such misun- 
derstanding has crippled manage- 
ment effectiveness in many firms. 
The misunderstanding could re- 
sult from the fact that top execu- 
tives have too high an opinion of 


SUBORDINATE EXECUTIVES SAID: 


Do you feel that the best route to success is by progressing 
with your present firm or moving from company to com- 
pany? 


present company 

82% 
company to company 
Fereneite 16% 


TOP EXECUTIVES SAID: 


Generally speaking, do you feel the best route to success 
for a junior executive or mid-manager is to stay with one 
firm or move from company to company? 


present wee oon 
88% 


company to company 
Ase 12% 





How well are you kept informed on present company busi- 
ness and future plans? 


very well 

37% 
partially 

43% 
poorly 
SRM 20% 


How well do you keep your direct subordinate executives 
informed on present business and future plans? 


very well 

56% 
partially 

44% 
poorly 
none 0% 





Are you being given full opportunity to develop your man- 
agement potentials? 


yes 

ERIE AEE SSS 55% 
no 

SPORE este 45% 


Are your subordinate executives being given full oppor- 
tunity to develop their management potentials? 


yes 

NREL ALITA, SSA, 80% 
no 

Ce 20% 





Does your company give promotions fairly and impartially? 


always 

RIED 13% 
usually 

TNE EMEA SRO A 69% 
sometimes 

MRE 18% 


Does your company give promotions fairly and impartially? 





SEPTEMBER 1958 





always 
30% 
usually 
70% 
ESN SSNS 
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sit down and relax! 


: i (/N THE MOST COMFORTABLE CHAIR YOU'VE SEEN) 





While seated comfortably, cast an eye on the distinctive 

be ASE desk in Ebony, with Beige Formica Top. 
Note the handsome credenza units against the walls. 

Here’s modern efficiency at its very best. 

Everything out of sight but within easy reach. 

Feel relaxed now? You will in this chair... . provides 

perfect support, yet lets you work entirely at ease. 


L See your ASE dealer for office planning service. ase EXECUTIVE CHAIR 
No. 435 


J $ 





: J DESKS ¢ CHAIRS « L-UNITS ¢ CREDENZAS « TABLES 
THERE'S AN ASE DEALER NEAR YOU ) BOOKCASES ¢ FILING CABINETS * STORAGE CABINETS 


ALL-STEEL EQUIPMENT INC. aurora, ittinois 
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their own management skills, that 
subordinates rate their bosses too 
low, or both. In any case, it is prob- 
able that the blame justifiably rests 
with top management. 

Between management levels, 
some differences of opinion are un- 
derstandable, due to _ different 
points of perspective. But certain 
glaring differences stand out in the 
facts revealed by the new MANAGE- 
MENT METHOps research. 


How research was done 


Last month MM published find- 
ings of a confidential survey of mid- 
dle and junior executives (“How 
you look to the man under you”). 
The survey was designed to reveal 
attitudes of subordinate executives 
toward top management. It was 


EXECUTIVE QUALITIES 


Figures in color are subordinates’ rat- 
ings of their top management supe- 
riors. 

Figures in black are top executives’ 
ratings of themselves. 


DELEGATION OF AUTHORITY 


Excellent 23% 24% 
Good 38% 56% 
Fair 26% 18% 
Poor 13% 2% 
PLANNING ABILITY 
Excellent 20% 16% 
Good 46% 54% 
Fair 26% 26% 
Poor 8% 4% 
ORGANIZING ABILITY 
Excellent 19% 10% 
Good 38% 60% 
Fair 31% 30% 
Poor 12 0 
KNOWLEDGE OF BUSINESS 
PRINCIPLES 
Excellent 21% 34% 
Good 44% 52% 
Fair 25% 14% 
Poor 10% oO 
ABILITY TO MOTIVATE PEOPLE 
Exceilent 21% 28% 
Good 28% 42% 
Fair 32% 28% 
Poor 19% 2% 
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FREE clerks for other duties.... 
— obtain EXACT COST DATA 





with. GALCULAGRAPH 


the 


SED TIME 
spuleve 


Now, automatically, you can have production records and exact 
cost data more accurately, more efficiently and more quickly 
when you include Calculagraphs in your time and cost system. 
You eliminate costly human errors because Calculagraph—and 
only Calculagraph—computes and prints ELAPSED TIME free. 
Look at these BIG CALCULAGRAPH advantages— 

e Will fit into your PRESENT SYSTEM without costly 
changes 
Uses any type of job card 
One machine can serve an entire department 
Is a self-contained unit—needs NO MASTER CLOCK 
Computes ELAPSED TIME to the minute or tenth of an hour 
You'll find that Calculagraph can save clerical time, reduce 
costs and give you necessary cost information faster and 
with 100% accuracy. Investigate Calculagraph NOW. 


Write for complete information today 
Agents in Principal Cities 


CALCOLAGRARH | 


309 Sussex Street ¢ Harrison, New Jersey 





6e4 


MANUFACTURERS OF ELAPSED TIME COMPUTERS FOR OVER 65 YEARS 
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conducted in conjunction with the 
Alexander Hamilton Institute. 

As a follow-up, the same question- 
naire was reworded and sent to a 
sampling of presidents and vice 
presidents throughout the country. 
The questionnaire asked these top 
executives to rate their own man- 
agement skill, particularly with ref- 
erence to their skill in dealing with 
subordinates in management. 

The charts on pages 18, 19, and 
21 show the degree to which the 
two groups of survey respondents 
do and do not see eye-to-eye. 

Generally speaking, senior execu- 
tives rated themselves relatively 


high on the effectiveness of their at- 
tentions toward subordinates. Sub- 
ordinate managers rated their boss- 
es far lower in this area. 

A different kind of pattern 
showed up, however, when the top 
executives were rated on general 
management skills such as delegat- 
ing, planning, and _ organizing. 
When they rated themselves, a ma- 
jority of the top executives tended 
to think of themselves as good or, 
at worse, as fair. But when the sub- 
ordinates rated their bosses on these 
qualities, the spread of opinions 
was more pronounced: larger per- 
centages of the subordinates rated 
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“MOVE MACHINERY, SURE!... . MY FAMILY, TOO? 





Transplant equipment anywhere in the na- 
tion. You control its operating efficiency. 

Transplant a man and his family to another 
area, and his efficiency depends upon com- 


munity attitude. 


THE HUMAN SIDE OF PLANT LOCATION: 
This is where the Carolinas excel. Genuine 
warmth and friendliness are natural resour- 
ces. Newcomers know they are welcome right 
from the beginning. 


Certainly 





.... Nappily. 


The same attitude is reflected in a newly 
modernized corporate tax structure. 

in this industrial climate both 
plant and personnel will take root and grow 





(CAROLINA POWER & LIGHT COMPANY) 





We invite you to use our plant location services in confidence and without obligation. 
Contact D. E. Stewart, Mgr., Area Development Dept., Raleigh. N. C. TEmple 2-4611 
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their superiors at the extremes of 
either excellent or poor. 

There were some topics covered 
in the survey on which both upper 
and lower levels of management 
were in strong agreement. Two of 
the things they agreed on are that: 


= Most top executives are in 
need of additional management 
training. In fact, relatively more 
top executives (94%) confessed to 
the need for more training than 
there were subordinate executives 
(80%) who said they think their 
bosses could use more training. 


= The best route to success for 
a junior executive or mid-man- 
ager is to stay with one firm, ra- 
ther than to move from company 
to company. This opinion was ex- 
pressed by 82% of the subordinates, 
88% of the top executives. 

In the two surveys, the top execu- 
tives and the lower level executives 
had some suggestions to offer to 
each other. 

For example, subordinate execu- 
tives were fairly consistent in sug- 
gesting that top executives improve 
their motivating ability. Further- 
more, they felt strongly that top 
executives should devote more 
time and effort to the job of com- 
municating with those under them. 

In turn, the top executives stated 
that they could do a better job of 
working with their subordinates if 
these subordinates would display 
some top level management quali- 
ties. 

The top executives were asked 
this question: How can a subordi- 
nate of yours best draw your atten- 
tion favorably to his accomplish- 
ments? Here are a few of the an- 
swers: 

“Doing his job properly and on 
time. Bringing up new ideas and, 
if it is agreed they are good, carry- 
ing them out. Not a 40-hour-week 
man.” 

“By stating facts, not hinting.” 

“By successfully completing as- 
signments with least amount of as- 
sistance.” 

“By more decisive action. Subor- 
dinates should come to manage- 
ment with potential solutions to 
problems, not just the problems.” 

“By spending less time worrying 
about each other and more time on 
their own responsibilities.” 

“Subordinates should try to use 
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the brains that God gave them.” 
In sum total, the two surveys 
seem to make clear that in many if 
not most companies, the ties of com- 
munications and coordination be- 
tween top management and lower 
management levels are not as 
strong as they could be. End 


A REVIEW OF 
CURRENT SURVEYS 





Tax rule on expenses 
no problem in big firms 


No special problem to salesmen 
should be posed by the recent In- 
ternal Revenue rule requiring de- 
tailed reports of reimbursed travel 
and entertainment expenses. Re- 
ports of equal detail are already re- 
quired by most large companies, 
according to a survey by the Wis- 
consin Advertising Service of Mil- 
waukee. 

The agency says it queried the 
financial officers of 20 leading U.S. 
firms, and found that almost two- 
thirds of them require not only a 
detailed expense report, but actual 


receipts for expenses incurred by | 


their traveling representatives. 
Their interest is two-fold: to deter- 
mine the employee’s net income for 
withholding tax purposes, and to 
keep expenses down. 

A few firms prepare a summary 
of expense reports for their em- 


by one machinery manufacturer. 

Of every donation dollar report- 
ed, 40¢ went to social welfare, 31¢ 
to educational institutions, 11¢ to 
medicine and health, with 18¢ 
split among various civic, cultural, 
religious and international causes. 


Company-sponsored 
education grows 


About 85% of the 349 largest U.S. 
corporations now have an educa- 
tional program in which knowledge 
and skills are taught according to a 
predetermined plan, a recent sur- 
vey showed. 

The same survey, made by 


FOR V.I.P.’s 


Teachers College of Columbia Uni- 
versity, shows that educational ex- 
penditures per student of many 
companies not infrequently are 
two-and-a-half to three times the 
national average for colleges and 
universities. 

Many of these company courses 
are on the graduate level, some on 
the post-doctoral level. 


Average executive 
is earning more 


Salary of the average business 
executive in the middle manage- 
ment group is up 4.8% over 1957. 


Figures gathered in a survey of 


at last, an intercom 


system designed with the true executive 
touch. Key-municator, by Stromberg- 
Carlson is sleekly modern, miniaturized, 
wholly in keeping with modern decor. In 
addition to being transistorized, it has 
true voice reproduction, almost complete 
freedom from service needs, and features 
that obsolete every similar system made 
today. No more costly, either! Have the 
best—write today for free literature. 


“There is nothing finer than a Stromberg-Carlson"’ 
STROMBERG-CARLSON SC GD 


A DIVISION OF GENERAL DYNAMICS CORPORATION me @ 
1403 N. Goodman Street * Rochester 3, New York ld 


ployees at the end of the year, but 

most take the position that income 

tax reporting is the responsibility 

of the individual. Although the sur- 

vey indicated a growing use of 

credit cards for salesmen, most 

companies require employees to 

pay in cash and apply for reim- | 
bursement. 


Electronic and communication products for home, industry and defense. 


Company donations 
are on the increase 


Most companies today regard 
donations as one of the normal costs 
of doing business. A survey of 180 
firms made by the National Indus- 
trial Conference Board shows that 
annual contributions averaged 0.7% 
of net income before taxes. Indi- 
vidual company contributions var- 
ied widely, however, with a range 
of 0.1% in several to 9.1% contributed 
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Covering 
the 
Continent... 


(...and then some) 





United Van Lines’ 


“PRE-PLANNED’” 
MOVING SERVICE 


The gleaming vans of the 
United fleet have long beena 
familiar sight on U.S.and Ca- 
nadian highways. And keep- 
ing pace with rapidly expand- 
ing facilities, is UNITED’S 
reputation for the finest mov- 
ing service. 


Now, today, you can enjoy 
the modern ease and con- 
venience of “Pre-Planned” 
service...even when mov- 
ing overseas. In specially-de- 
signed UNI-PACK contain- 
ers, your goods are whisked 
—via sea or air—to such far 
off places as Alaska, Hawaii, 
Puerto Rico, Japan, France, 
England and West Germany. 


Ask your nearby UNITED 
VAN LINES AGENT to give 
~ you full particulars. 


For free help and 
advice on movin 
problems, write note 
consultant, BETTE 
MALONE, c/o United 
Van Lines, Dept. MM, 
St. Louis 17, Mo., or 
contact your nearest 
United Agent. 





SO. 
United Van Lines 


(Circle number 159 for more information) 
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8,100 executives by American Man- 
agement Association place the cur- 
rent average compensation at $11,- 
800. Last year’s average was $11,- 
240. 

In Canada, middle management 
executives did slightly better per- 
aera wise with salaries showing 

5.2% increase over last year. How- 
ever, on the whole, Canadian mid- 
dle managers earn less than do their 
American counterparts. 


Salesmen’s earnings up 
4.2% over last year 


A survey of 32,000 sales personnel 
conducted by the American Man- 
agement Association indicates that 
salesmen are now earning 4.2% 
more than they did in 1957. 

In what seems to be a trend to- 
ward incentive compensation, 75% 
of the firms surveyed pay their 
salesmen bonuses and/or commis- 
sions—ranging from les$ than 10% to 
100% of total compensation. 

Earnings of consumer-products 
salesmen are significantly lower 
than those of industrial-goods sales- 
men, the AMA study shows. How- 
ever, the latter group average only 
3% more this year than last, while 
average take-home pay of consum- 
er-products salesmen is up 6.9%. 

Retirement plans for salesmen 
are provided by 90% of the compa- 
nies reporting, and more than 80% 
provide life insurance, hospitaliza- 
tion and surgical benefits. 


Fringes now average 
21.8% of payroll 

Average cost per employee in 
fringe payments in 1957 was $981. 
This significant figure was revealed 
in the findings of a survey of 1,020 
companies just published by the 
U.S. Chamber of Commerce. This 
average represents 21.8% of payroll, 
or 47.4¢ per payroll hour. 

In individual firms fringe benefits 
vary from a high of 60% of payroll 
down to a low of 6%. In most indus- 
tries, fringe payments were higher 
than average in the larger compa- 
nies and lower than average in 
smaller companies. 

The complete detailed 36-page 
report on “Fringe Benefits—1957” 
can be secured for $1.00 from Eco- 
nomic Research Department, U.S. 
Chamber of Commerce, Washing- 
ton 6, D.C. 





Reynolds & 
Reynolds Sales 
;, Representatives 


NEW ENGLAND 


» FAIRFIELD: R. J. 
Lashar, D. Savard, 


ti i 


CONNECTICUT 
ss Folkman, J. M. 
Ge) CL 9-5204. 
Lae MASSACHUSE] IS. CAMBRIDGE: N. 
aes; =. Duehring, W. W. Pearse, S. Straghan, 
UN 4-7044; PALMER: C. Windholz Jr., 
by PA 946. 

et RHODE ISLAND, PROVIDENCE: L. 
e O'Connor Jr., ST 1-3346. 

3 MIDDLE ATLANTIC 

NEW_YORK, ALBANY: O. Miller, 


wit 











L. Hawkes, R. L. Heilig, BA 4-3831; TO- 
LEDO: G. O. Sullivan, GR 4-5365. 
wee, WISCONSIN, MILWAUKEE: H. A. 
: Jennrich, C. G. Langheck, BR 3-6320., 
s) SOUTH ATLANTIC 
FLORIDA, JACKSONVILLE: A. W. 
Cooke, EV 7-1117. 
j _ ALAN es G. B. 
B. Smith, JA 2-3377. 
MARYLAND, BALTIMORE: G. E. A. 
§ Stewart, ID 3-5766; SILVER SPRING: 
A Wisner, JU 9-3080. 
NORT R Lisa 
<j Wilson, ED 4-94 
VIRGINIA, RICHMOND: W.. G. 
Archer, MI 8- 5625 
WEST_V NIA, HUNTINGTON: J. 
H. Holliday, JA 5-8468. 


SOUTH CENTRAL 


ALABAMA, ee OAM: M. H. 
* Reisinger, FA 3-37 

*’ KENTUCKY, LOUISVILLE: q...B. 
caret JU 3-6876 


LOUISIANA, NEW ORLEANS: E. M. 
——_ Jr., JA 5-4513; SHREVEPORT: 
D. Martin, 65-3194. 
OKLAHOMA, OKLAHOMA CITY: C. 
artin dg 3021; TULSA: F. Pontious, 


WE 9-55 

EMPHIS: R. G. 
Thompson, BR Pett NASHVILLE: 
G. W. Sisk, AL 6-8851. 
TEXAS, CORPUS CHRISTI: B. G. 
Helm, TU 3-5261; DALLAS: G. B. 
Shafer, H. W. Secker, C. Stewart, FL 
7-4627; HOUSTON: G. B. Haggott, R. F. 
Hendrix, JA 4-2405; LUBBOCK: B. 
Stewart, PO 3-1261; SAN ANTONIO: 
W. D. Gaston, PE 2-5161. 


MOUNTAIN 


COLORADO, 
AC 2-5440. 
PACIFIC 
ORNIA, LOS ANGELES: J. A. 
. Despie, J. Drummond, J. D. 
Giesbrecht, T. I. McKee, A. W. Skelton, 
NO 3-2251; OAKLAND: B. J. Lund- 
quist, TE 3.7156; SACRAMENTO: D. 
Drake, GI 3-5019; SAN BERNARDINO: 
A. G. Cundiff, TU 9-3191; SAN DIEGO: 
J. R. Greene, CY 5-3508; SAN FRAN- 
CISCO: H. F. DuPre, KL 2-2648; SAN 
JOSE: B. Keagy, CY 3-1138. 
REO PORTLAND: A. Bouchard, 


/ASHIN , SEATTLE: W. E. 
ooth, 3-5790. 


i 4-3543; BUFFALO: H. H. Poulton, 
mike CI 3606; NEW YORK: W. Fox, C. F. 
te Roeder, L. Straight, C. H. Swanson, H. 
Mee W. Wishart, G. E. Dorry Jr., TR 3-5418; 
Pies ROCHESTER: E. A. Reynolds, HA 
mee, 6-2747; SYRACUSE: J. Gorton, HO 
Sere 3-4802. 
aay NNSYLVANIA, NARBERTH: P. 
“82% Burke, D. Gross, T. McKay, MO 4-6190; 
Yay PITTSBURGH: W. G. Fischer, D. H. 
<Se= Hixenbaugh, MO 1-0467; WEST READ- 
tee, ING: J. L. T. Aiman, FR 6-1132. 
Sty NORTH CENTRAL 
a4 ILLINOIS, CHICAGO: G. H. Dengler, 
Sey E. J. Endzel, S. C. Morrey, SU 7-6740; 
“ie PEORIA: B. Crismore, 2-7322. 
meet INDIANA, FT. WAYNE: W. J. Dyk, 
Sees AN 9459; INDIANAPOLIS: R. D. 
weer Brown, A. Wisner, WA 6-5605; MUN- 
aes CIE: H. M. Chaddock, AT 23312. 
eed LOWA, DAVENPORT: B. Hassel, 6-2933. 
+ pC AN. DETROIT: P. E. Pia tag 
wee L. H. Taylor, T. E. Weav 
we Williams, BR 3-9616; GRAND “RAPIDS: 
Mees J. Zimmer, GL 1-3162. 
Pa Sx N ST. PAUL: J. K. Annett, 
‘eee M. Bozenich, MI 5-5525. 
tah MISSOURI, KANSAS CITY: J. Orwig, 
; e G. Kleban, BA 1-1817; ST. LOUIS: J. L. 
“ees McLeod, PA 6-1188. 
Sae8 NEBRASKA, OMAHA: L. L. Rentschler, 
St: AT 4616. 
eos OHIO, AKRON: B. Given, FR 6-8621; 
tacat CINCINNATI: E. VanNess. AV 1-3068; 
Seay CLEVELAND: L. M. O’Connor Sr., 
geet R. E. Lee, UT 1-6525; COLUMBUS: 
eee W. Daniel, L. M. Price, HU_ 8-6534; 
oy DAYTON: R. G. Butcke, N. F. Gregg, 
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If a 
paper work \1 
has you ! 
“bottled up”... /! 


you can get expert help from one of Reynolds & 
Reynolds representatives! He offers business forms 
and systems that are individually tailored to fit 
your specific needs. Reynolds & Reynolds repre- 
sentatives have shown thousands of large and small 
companies how properly designed forms carefully 
coordinated can simplify and speed office proce- 
dures, cut overhead costs and increase profits. Your 
own paper work bottlenecks might be broken by 
combining several forms into one multiple part 
set . . . or eliminating copies from certain forms 

. or letting No Carbon Required Paper solve a 
problem. 





Let a Reynolds & Reynolds representative 
break your paper work bottleneck...no obli- 
sie gation! See list on adjoining page...call today! 


_sne o Reyes & sevnaee en ed 


* te 
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DAYTON, OHIO ¢ CELINA, OHIO © DALLAS, TEXAS © LOS ANGELES, CALIFORNIA 


BUSINESS FORMS AND 
SYSTEMS SINCE 1866 


Also manufacturers of Post-Rite 
Pegboard Accounting Systems 
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‘““A creative forms supplier 
strengthens our PS* team”’ 


says T. J. Forp, TABULATING MANAGER, HER MaJsesty UNDERWEAR COMPANY 


“Over 98% of the form writing in our order-invoice 
procedure is accomplished automatically ...at a 
great saving of time and cost. The system produces 
valuable management control reports. The docu- 
ments customers now get emphasize their profits in 
retailing our line; help promote sales. On this project 
and others, Standard Register, as a creative forms 
supplier, has contributed heavily to the success of 
our Paperwork Simplification program.” 

Work Simplification is a continuous “grass-roots” 
program in all phases of this business at Mauldin, 
S. C. In the paperwork team effort, Standard Regis- 
ter plays a specialist’s role — recognizing improve- 
ment possibilities and applying its know-how in 
forms and systems. The time, labor and money sav- 
ings so accorplished would be of interest to your 
. company. Let us help you study such cost- 
reduction possibilities. 


|| Write for this full story of mechanized rec- 

| ords-production with punched cards: order, 
B order summary, invoice, shipping summary, in- 
ventory record, quarterly sales analysis. Ask for 
PS. No. 48. ‘ 





THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF. 
Sales and Service Offices in Principal Cities 


Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; 
and Fayetteville, Ark. 


associaTeEs: R. L. Crain Limited, Ottawa, Ontario, Canada e W.H. Smith & Son 
(Alacra) Ltd., London, England e Gemah Formas Continuas, Caracas, Venezuela 
e@ Impresora Ariel, S. A., Havana, Cuba e Sten Dahlander, Stockholm, Sweden. 





Standard Register 
* ) Seauageors SIMPLIFICATION 


Business Forms 
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Tear out and route to: 

















Workshop for Management 


PRACTICAL IDEAS YOU CAN USE RIGHT NOW! 


COST CUTTERS 


CURE THE LATENESS HABIT 


= TaRDINEss of employees is an 
ever present—and costly—problem 
in most organizations. 

One effective remedy for late- 
ness is practiced by the Colonial 
Press, Inc., in Clinton, Mass. At five 
minutes after reporting time all 
time cards are removed from the 
out rack. Late workers must then 
report to the office manager for their 
cards. Comptroller Arne I. Wei- 
mont reports this simple procedure 





has had a remarkable therapeutic 
effect on former offenders. 

State Mutual Life Assurance Co., 
Worcester, Mass. alleviates the late 
problem with another remedy re- 
ported by Paul J. Foley, assistant 
planning director. When a worker 
is late and works overtime on the 
same day, extent of his tardiness is 
deducted from his overtime pay. 
Just recently the system has been 
extended to cover employees not 
working overtime. Deductions are 
computed on a graduated scale, 
with the first 15 minutes of lateness 
being deduction-free. If tardiness is 
pre-authorized or excused, no de- 
duction is made. 
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CHECK MAILING METHODS 
FOR POSSIBLE SAVINGS 


™ TO OFFSET recent postal rate in- 
creases, examine your daily mailing 
practices. A look around may reveal 
several ways to effect economies. 

This check list will suggest some 
rules for minimum mailing costs 
with optimum service: 

1, Use third-class whenever pos- 
sible for bulk mailings. 

2. In most cases, don’t use air 
mail or special delivery on Fridays 
or the day before a holiday. Regular 
mail will arrive just as fast to most 
destinations. 

3. Do not air mail to cities within 
450 miles or to points with infre- 
quent or no airline service. 

4, Avoid paying first-class rates 
on heavy letter enclosures. Send 
separately via parcel post or use 
two-compartment envelopes. With 
the latter you get first class service, 
while the bulky matter enjoys third 
or fourth class rates. These duo- 
envelopes also save double address- 
ing. 

5. Use certified mail rather than 
registered mail whenever possible. 

6. Don’t use special delivery for 
parcel post when special handling 
will do. The latter is very often just 
as fast. 

7. Self insure parcel post. 

8. Don’t send books fourth-class. 
They enjoy a special low book rate 
nine cents for the first pound, 
five cents for each additional 
pound. 

9. Remember, using postal zones 
will speed up delivery on any mail 
without extra cost. 


SEND LETTERS OUT 
FOR TYPING 


@ HUDSON PULP & PAPER CORP. in 
New York has reduced its payroll 
by $74,000 in the past 12 months. 
How? By contracting with an out- 
side typing pool for the complete 
job of typing letters, memos and 
reports—at a third of the normal 
cost. 

Systems and Procedures Man- 
ager Lafayette Kirban says his com- 
pany pays Tycoon Typing, Inc., 
$24,000 a year for all the typing 
done formerly by 17 Hudson sten- 
ographers. Net result: $50,000 an- 
nual savings plus other tangible 
and intangible benefits. 

American Brake Shoe Co., an- 
other user of contract typing, re- 
ports savings of $2,000 in the first 
few months of using a typing serv- 
ice. Frank Neubert, general pur- 
chasing agent, is enthusiastic about 
the high quality of the work that is 
picked up and delivered on a regu- 
lar daily schedule. 

In Los Angeles, another typing 
pool, National Secretaries, Inc., is 
similarly cutting the cost of business 
correspondence for users in that 
area. 


INTEGRATE FORMS PRINTING 


™ WHEN LOOKING for ways to cut 
costs, it’s worth checking into your 
methods of having forms printed. 

Some firms have pulled their 
combined purchasing into one cen- 
trally budgeted program to save 
time and money. Others have found 
it a major cost cutter to contract 
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with one printer for all their forms. 
Still others with large volume have 
found it economical to establish 
their own printing plants. 

Whatever plan used, these cost 
cutting suggestions, made by Cul- 
lom & Ghertner Co., Nashville, na- 
tional contract printer, can be 
adapted to a specific company’s 
needs, 

1. Integrate all your printed 
form’s procedures. It is the key to 
economical form’s production. One 
major decentralized company, for 
example, uses 1,200 different busi- 
ness forms. When each plant and 
office took care of its own printing 
needs, there was much duplicated 
effort, extra paperwork and wasted 
manhours, as well as higher prices. 
Integration, in this case through a 
single supplier, has effected major 
savings in procurement, shipping, 
billing and other costs. 

2. Examine specific ways to save 
on printing. Use standard size pa- 
per wherever possible to eliminate 
cost of cutting and sizing. Don’t 
use rag bond or No. 1 sulphites 
when No. 4 sulphites will do—for 
internally used forms, for instance. 
Have forms done on combination 
runs. That way, each individual 
form bears only a portion of the to- 
tal cost of plate and make-ready. 

3. Establish rigid inventory con- 
trol to avoid needless obsolescence 
of forms. An estimated 10% to 15% 
of forms become obsolete yearly in 
American industry. Multiply this 
by the dollars you spend on forms 
annually, and you'll see how much 
money is lost through obsolescence. 
Working on an integrated basis 
with one printer who surveys your 
needs periodically will lower your 
inventories and reduce this needless 
waste. 


DRAMATIZE SCRAP LOSSES 


@ THERE ARE all kinds of ways to 
keep workers cost conscious by 
dramatizing scrap losses. Here’s one 
unique example that has been suc- 
cessfully used to cut the amount of 
wasted materials, seconds and re- 
jects. 

Burial services for 1,500 feet of 
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spoiled plastic tape were solemnly 
conducted on the grounds of 
Bridgeport Brass Co. Employees 
who viewed the remains and wit- 


es: 








nessed the interment were duly 
impressed by the ceremony. Serv- 
ing as pallbearers for the damaged 
material were Robert McKibben, 
quality engineer, and Bruce Beav- 
en, plastics chief inspector. The 
scrap was interred beneath a head- 
stone aptly inscribed “Goof of the 
Week.” 


bel. 7.y i —am - ele} —s a | t- 


DON'T CODDLE EMPLOYEES 
— BUT TELL ‘EM 


™ THE BEST METHOD to control time- 
wasting by office workers is to let 
each person know just where he 
stands from the start. Actually this 
is not hard to do, nor is it time con- 
suming. These “no-nonsense” sug- 
gestions are made by Personnel Di- 
rector J. A. Turner. The system 
works for John A. Roebling’s Sons 
Corp. It could be adapted success- 
fully by others. 

When a person is hired he should 
be told just what is expected of him 
in relation to idle chit-chat, coffee 
break abuses, too much time in rest 
rooms, etc. His supervisor should 
talk to him in private at least twice 
a month. He should be given en- 
couragement, praise for jobs well 
done and for his attitude if it has 
been good. 

If he has done something dis- 
pleasing, he should be told about it 
and given the opportunity to cor- 
rect it. He should be asked if he 
has any complaints or suggestions. 


Also, he should be told about rules 
or policy changes that affect his 
well-being. He should get informa- 
tion first-hand so that he won't de- 
pend on the distorted grapevine 
version. 

Encourage him to come to you if 
something is bothering him—no 
matter how small. Little things 
ironed out immediately will not grow 
into grievances. An office worker 
soon realizes you have a personal 
interest in him. It is surprising how 
much cooperation you will receive 
in return. Naturally, if there are 
chronic offenders, they should be 
dismissed after proper warning. 
And if a threat is made, it should 
be carried out. 


ENLIST EMPLOYEE AID 
IN RULE MAKING 


@ ONE WAy to get workers to re- 
spect and follow rules is to seek 
their help in formulating them. 
This plan has worked well for the 
Chicago plant of Zonolite Co. 

Such employee participation 
there has meant personal contact 
with management and better un- 
derstanding of the need for rules. 
Mutual discussion has made em- 
ployees realize how rules serve 
each individual's self interest. 

Management has not abdicated 
its responsibilities in rule making, 
but sharing the job with the work- 
ers affected has gone a long way to 
insure compliance with the regula- 
tions issued. 

Under this plan, Plant Manager 
W. H. R. Smith reports, “Each of us 
feels strongly any violation of the 
rules by others, because we under- 
stand them and can see how we 
are affected individually.” 


BLOCK SPREAD OF GERMS 
AT DRINKING FOUNTAINS 


™ EMPLOYEE ABSENTEEISM due to 
colds, virus and flu costs the nation 
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about 150 million workhours or $5 
billion in a normal year. 

Studies by both New York Uni- 
versity and Michigan State Univer- 
sity name the drinking fountain as 
a key springboard for these respira- 
tory infections. 

This potential germ transmission 
hazard can be removed by any 





company with the investment of 
just a few dollars. Replace the angle 
jet mechanism with a simple, inex- 
pensive gooseneck fitting and pro- 
vide single-service paper cups. Ad- 
ded precautions—frequent sanita- 
tion of fountains and immediate 
check-up on defective units. 


TIME SAVERS 


DUPLICATE YOUR OFFICE 
AT HOME 


®@ wuHy UsE the dining table as an 
after hours desk? O‘fice furniture 
today is so stylized and appcaling 
in design that an executive can 
duplicate his office at home. 
General Desk Co., New York, 
notes a trend to decorating homes 
with office furniture. One builder, 
for instance, used 16 contemporary 
office pieces in furnishing the den, 
dining room and other areas of a 
luxurious ranch house on Long Is- 
land. Besides achieving a pleasing 
decor, the builder said he saved 
over $1000 on what it would have 
cost for standard room furnishings. 


USE NETWORK RECORDING 
TO “TALK AWAY” PAPERWORK 


™ SINCE PRUDENTIAL Insurance 
Co. installed a central recording 
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system, 700 individuals have been 
able to “talk away” letters and re- 
ports by simply reaching for a 
phone and pressing a button. 

A pool of some 50 “phonograph- 
ers” at the other end of the phone 
network transcribes some 2,200 let- 
ters from 260 different locations. 
Heavy correspondents dictate at 
their desks into Edison Televoice 
phones. Infrequent letter writers use 
their regular inter-office dial phones. 
All are tied into one central record- 
ing system. 

Prudential methods men list these 
advantages for a central recording 
plan: 

1, Dictating by phone is sim- 
ple and fast—no fussing with a 
machine and accessories. 

2. Work area requirements are 
cut—compact phones take only a 
a few inches of desk space. 

3. It costs less to equip each 
correspondent with a phone than 
with individual recorders. 

4, Need for messengers to 
carry dictation to typists is elim- 
inated. 

5. Network dictation promotes 
steady stream of work instead of 
peaks and valleys of work de- 
livered in batches. 





SALES BUILDERS 


HARP ON SUGGESTIVE SELLING 


™ SUGGESTIVE SELLING can spell the 
difference between big volume and 





a slump. Savings deposits show 
that the public has money to spend 
if aggressive suggestive selling 
makes people want to buy. 

With this in mind, National Cash 
Register Co., in Dayton, decided 


WORKSHOP 


to demonstrate how little suggestive 
selling is practiced. Sales Manager 
J. M. Boyle dramatized his point 
with this simple test. Arming four 
of his salesmen with $15 each, in- 
structions were for each to buy a 
loaf of bread at three different 
bakeries. He also told the four 
bread buyers to spend up to $5 at 
each store for any items suggested 
by the clerk. 

Result: the four men returned 
with a total of only 13 loaves of 
bread. Only one clerk had sug- 
gested another item—a special on 
buttermilk bread. 

After this dramatic experiment, 
National Cash Register went back 
to the bakers to conduct sales clin- 
ics on the dollars-and-cents value 
of suggestive selling. 


WANTED 


INFORMATION LEADING 
TO THE SOLUTION OF 
COMMON MANAGEMENT 
PROBLEMS. 


Management Methods will 
pay a reward of $10 for each 
problem solving idea pub- 
lished in this Workshop for 


Management. Ideas must be 
practical, concisely written, 
and readily adaptable by 
other firms. Each item should 
fit into one of these five cate- 
gories: 


COST CUTTERS 

PROFIT MAKERS 

SALES BUILDERS 

TIME SAVERS 

MORALE BOOSTERS 

Ideas used will include credit line 
for you and your company. Address: 
The Editor, Management Methods 


Magazine, 22 W. Putnam Ave., 
Greenwich, Conn. 
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EXCELLENCE IN FINE PAPERS 


ATLANTIC BOND - ATLANTIC DUPLICATOR - ATLANTIC MIMEO - ATLANTIC OFFSET - ATLANTIC OPAQUE 
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PRODUCTS OF EASTERN CORPORATION, BANGOR, MAINE * MANUFACTURERS OF FINE BUSINESS PAPERS AND PUROCELL® PULPS 
MILLS AT BANGOR AND LINCOLN, MAINE « SALES OFFICES: NEW YORK, BOSTON, CHICAGO AND ATLANTA 
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Universal Size Phillipsburg Inserter 
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What's new 
in mechanized 
mail inserting ? 
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Punch-Card Attachment 


3 new developments in Phillipsburg Inserters! 





Bell & Howell Phillipsburg Company, pioneer and world-leader in mechanized 
mail processing equipment, is busy designing and engineering new machines for 
every mailer, large and small. Here are only three exciting new developments in 
Phillipsburg Inserters— more are on the way! 


1. NEW Universal Size Phillipsburg — Now, one machine can handle all insert sizes from 5%” x 
3%” up to 11%” x 8%"! Provides accurate, fast vacuum feed, adjustable speed motors, full dowble- 
insert detection at every station. Ideal for publishers, department stores, brokerage firms, other mailers! 


2. NEW Open-Feed Station Attachment — Allows fast hand feeding of loose inserts or bulky 
enclosures, such as punch cards, sales slips, capsules, celluloid credit cards, many types of samples... 


with all other advantages of a stuffing machine! 


3. NEW Punch- Card Attachment — Now, punch cards are stuffed by the Knife Edge principle, 
the system used on all punch-card machines for accuracy, regardless of hole positions in card! 


Do you have an inserting problem? 
Ask us to help you solve it. Send Coupon... 


FINER PROOUCTS THROUGH IMAGINATION 


Bell & Howell 
Phillipsburg 


PHILLIPSBURG, NEW JERSEY 
Successor to inserting and Mailing Machine Company 







Bell & Howell Phillipsburg Co., Phillipsburg, N. J. 





Send more information on. 
(mailing problem) 


___Universal Size Phillipsburg __.Open-Feed Attach- 
ment ___Punch-Card Attachment 
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Release... 
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the Sixth Study 
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Does your company have a clearly defined statement 
of policy? 
3 out of 4 companies do not. 
Is your present policy fair to the employee? 
Employees find much to criticize in present practices. 
Do you want to take a fresh look at your present policy? 
Many other companies are revising theirs right now. 
Do you want to check your practices against those of 
other companies? 
Here is your chance. 





688 companies, ranging from medium size to the very 
largest, cooperated to make this the most complete and 
authoritative survey ever undertaken on the subject of 
personnel transfer, 

And to supplement this analysis of present company 
policy, hundreds of recently transferred families were ques- 





LONG-DISTANCE MOVING & STORAGE 


“The Human Side of Moving” 


tioned at length as to their own moving experiences. What, 
exactly, had their companies done in each case? Was it the 
right thing? How had the families been affected by the 
move? What did the move cost the company? What did it 
cost the employee? Did the company pay a fair share? And 
many more such questions. 

This most recent survey is a part of Greyvan’s continuing 
study in The Human Side of Moving—a thoroughgoing in- 
vestigation of the problems of moving as they affect both 
employer and employee. 

If you are already on the mailing list for The Human 
Side of Moving, you will receive this latest supplement 
automatically. If you are not on the list—and every executive 
responsible for personnel transfer should be—ask your local 
Greyvan representative, or write to: 

Henry P. Bruner, President, Greyvan Lines, Inc. 

57 West Grand Avenue, Chicago 10, Illinois. 


GREYVAN LINES 


THE GREYHOUND MOVERS 


(Circle number 125 for more information) 


32 





MANAGEMENT METHODS 


* 
. 
. 
o 
* 
» 
* 
. 
. 
. 
he 
i 


"eters eeeoes 


UP CR BB 





at, 
he 
he 
L$ 
nd 


ng 
in- 


th. 


an 
ant 


cal 





Tet eer eoeaeg 
"tees eeeses 
** es tesenee 


++ eee 
S#evevese 


Paw 
SRR ePeeans 


TF PP eHe Cees 


#8 #% 





“t*eeneas 





tile... 


ey 
teense 


he 


Here’s How Cavity Tile Reduces Noise: 
Airborne sound waves enter perforations in (1) special gypsum board 
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are partially converted into thermal energy in transmission 
through (2) special membrane laminated to back of tile . . . are further 
dissipated by the “spring-like” action of the (3) air 
space (cavity) above. RESULT: permanently high noise 
reduction efficiency 




























Cavity Tile ws. pat.no. 2,838,806) 
NEW KIND OF CEILING BRINGS YOU 


Lae 

QUIET AT NEW LOW COST! be 
Now ... out of Acousti-Celotex laboratories...comes anf 
amazingly efficient new product based on a completely ~~ 
different principle of sound conditioning: cavity resonance. | 
[: 


This patented decorative ceiling tile, installed on a special 
suspension system, is designed to utilize the air space (cav- 
ity) directly above to dissipate sound energy. 


Cavity Tile is the lowest cost acoustical tile on the 
market having all these important advantages: (1) incom- 
bustible—U.L. approved (2) pre-finished pure white (3) 
repaintable time after time with no loss of efficiency; these 
perforations won't clog! (4) easy access to above-ceiling 
utilities (5) integration and interchangeability of lighting 
and air conditioning units in same suspension system. 





See a demonstration, get estimate from your Acousti- | 
Celotex distributor, listed in the Yellow Pages. | 


Acousn-(eotex 


REGISTERED U. S. PAT. OFF, 


Products to Meet Every Sound Conditioning Problem... Every Building Code 
The Celotex Corporation, 120 S. La Salle St., Chicago 3, iilinois 
In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 


—— — — — — ——— MAIL NOW FOR MORE INFORMATION! ————————— 





The Celotex Corporation, Dept. MM-98 
120 S. La Salle St., Chicago 3, Illinois Se 
Without cost or obligation, please send me your new brochure on Cavity ; 
Tile and the name of my nearest Acousti-Celotex Distributor: 





Name Title _ seat 
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WHATEVER YOU DO THERES ONE FOR YOU 
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Burroughs 





Meet the most complete line of adding machines in the business! Burroughs 
thrifty hand-operated, full keyboard, and compact ten key models. 


Smartly styled, quiet operation. And as to accuracy and dependability —both, 
of course, are built-in Burroughs trademarks. Appealing choice of colors. And 
shadow-touch key depression. Plus, of course, multiplication key and—in the 
electric models—instant credit balances. All models available in a wide range 
of capacities. 


You'll find 2 demonstration of any or all decidedly worth your while. Just 
call our nearest branch or dealer. Burroughs Corporation, Burroughs Division, 
Detroit 32, Michigan. Burroughs—TM 


Burroughs Corporation 
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DO YOU KNOW THE LAW ON 


Breach of 
Contract 


MUST STIPULATED DAMAGES BE PAID?) 


The question—A contract contains a clause stipulating 
specific damages to be paid in the event of contract 
violation. Can you legally enforce payment of such 
damages, or must you prove actual damage suffered? 


The facts—Predetermined damage agreements are 
legal and will be enforced by the courts, without proof 
of damages actually sustained. One restriction: the 
amount stipulated must approximate probable or pos- 
sible damages. 


Case one—A contract was made by the Federal gov- 
ernment with Bethlehem Steel Co. for gun carriages, 
with the stipulation that Bethlehem would pay the gov- 
ernment $35 per day, per gun carriage, for delays in 
delivery beyond the agreed date. The government de- 
ducted $21,000 for 600 days delay in delivery. 

This award of liquidated damages was sustained by 
the U. S. Supreme Court. 

“Courts at one time seemed to be quite strong in 
their views,” said the court in that decision, “and would 
scarcely admit that there ever was a valid contract 
providing for liquidated damages. Their tendency was 
to construe the language as a penalty, so that nothing 
but the actual damages sustained by the party ag- 
grieved could be recovered. 

“Subsequently, the courts became more tolerant of 
such provisions, and have now become strongly inclined 
to allow parties to make their own contracts, and to 
carry out their intentions, even though it would result 
in the recovery of an amount stated as liquidated dam- 
ages, upon proof of the violation of a contract and with- 
out proof of the damages actually sustained.” 

U.S. v. Bethlehem Steel Co., 205 U.S. 105. 


Case Two—Another instance of this character had 
been before that court a few years before; it served 
as an authority for the above decision. In that case the 
publisher of the New York Sun had chartered the yacht 
Kanapaha as a dispatch boat during the Spanish War. 

In the agreement The Sun stipulated: “Our liability 
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Universal Atlas Cement Co., subsidiary of U. S. Steel Corp., N. Y. C. 
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...then tables are 
quickly stored 
under the projection 
boothand... 
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Custom built for Uni- 
versal Atlas Cement 
Co., this HOWE Fold- 
ing Table has Formica 
top and drop edge. 


Same room, twice the space 
ooo with new, custom-built 


HOWE FOLDING TABLES 


Multi-purpose use of valuable floor space at Universal 
Atlas Cement Co. “decreases space costs, increases 
space usage, improves general operating efficiency.” 
So finds Alwyn W. Ogden, Office Manager. 

HOWE Folding Tables are an important part of Uni- 
versal Atlas’ Multi-purpose room set-up. Handsome 
HOWE Folding Tables fold and unfold in seconds, can 
be handled by one man. 


FREE! Make more efficient use of valuable floor 
space with HOWE Folding Tables. For free informa- 
tion, write for illustrated folder today. 

Custom Division 


HOWE FOLDING FURNITURE, INC. 
1 PARK AVENUE, NEW YORK 16, N. Y. 


| HOWE FOLDING FURNITURE, INC., Custom Division | 























| 1 PARK AVENUE, NEW YORK 16, N.Y. MM-9-8 | 
| Please send me your free, illustrated folder describing 

| custom-built HOWE Folding Tables. | 
| My nam- Title | 
| Company | 
Address. | 
| City ss State esata | 
ccs coun diem eendemnsaliibniiamabiasisiineneadmmeiadiiensd =e eae 
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hereunto shall in no case exceed the sum of $75,000.” 

Four months later the yacht was wrecked and was 
a total loss. The Supreme Court said: 

“Such stipulations as to damages are upheld by 
courts of law upon two grounds: first, because a man 
may set a value, not only on matters connected with 
his property, which value is capable of being ascer- 
tained, but upon matters of taste and fancy, such as 
prospect or ornament, which he alone can appreciate; 
second, because even in matters capable of ascertain- 
ment, great difficulties might occur in some cases.” 

Sun Printing & Publishing Association v. Moore, 183 
U. S. 642. 


Case three—There is, however, a restriction in the law 
permitting parties to agree in advance on the amount 
of damages to be paid in the event of a breach. The 
amount must represent either probable or possible 
damages. When the stipulated amount grossly exceeds 
such potential damages, the stipulation becomes a 
penalty which the courts refuse to enforce. 

Shortly after the enactment of the Lend-Lease Act 
in 1941, the Federal Surplus Commodities Corp. con- 
tracted for the purchase of 200,000 pounds of dried 
eggs. It was stipulated, “Inasmuch as the failure of the 
vendor to deliver the quantity of the commodity or 
commodities specified . . . will . . . cause serious and 
substantial damages to purchaser, and it will be dif- 
ficult if not impossible to prove the amount of such 
damages, the vendor agrees to pay to the FSCC liquid- 
ated damages as stated in this paragraph. The sum is 


N ew! Luxurious upholstered 


agreed upon as liquidated damages—not as a penalty.” 

The amount stipulated here was 10 cents a pound. 

Upon the delivery date, 114,829 pounds were not 
available for delivery, although no notice or demand 
for delivery had been made upon the seller by the 
government, as provided in the contract. The govern- 
ment deducted $11,482.90 as liquidated damages. 

Here the damages were not for delay in delivery, but 
on the ground that the merchandise, although not re- 
quisitioned by the government until eight days later, 
had not been certified for delivery on the specified 
date. The eggs, however, had been shipped, properly 
certified, on the date for which demand and notice 
were subsequently given. 

“The only thing which could possibly endanger the 
government would be failure to get prompt perform- 
ance when delivery was due,” said the court in the 
decision. “We have no doubt of the validity of the 
provision for ‘liquidated damages’ when applied under 
the circumstances. But under this procurement program 
delays of the contractors which do not interfere with 
prompt deliveries plainly would not occasion damage. 

“Under these circumstances this provision for liqui- 
dated damages could not possibly be a reasonable fore- 
cast of just compensation for the damage caused by 
a breach of contract. It might have an in terrorem ef- 
fect of encouraging prompt preparation for delivery. 
But the argument is a tacit admission that the provi- 
sion was included . . . to serve only as an added spur 
to performance .. .” 

Priebe & Sons v. U. S., 332 U. S. 407. 


office chairs that fold! 


ce fa 


See how upholstered chairs make existing space 





do a multitude of new duties! Write for new booklet, 
today! Learn how Reserve Seats give you colorful, 
comfortable seating for every occasion! 
Ask for a copy of Reserve Seats, a case study. 
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4640 West Harrison Street, Chicago 44, Illinois Dept. 47 
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Talk your wai 
your way to a shorter day 


Yours. .. This world-famous 
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FOR LESS 
ESS THAN THE PRICE OF A STANDARD OFFICE TYPEWRITER! 
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The Electronic Sten orette 


_the first really new dictating machine in 18 years! 


correct, start again after an inter- 
report, all with a flick of 
ur work, prevents mis- 
day. Here’s everything 


Dictate, transcribe, erase, 
ruption, repeat a word or an entire 

your finger! STENORETTE speeds yo 
takes, saves you valuable hours each 


you've always wanted in @ dictating 
machine—at half the cost of the major $ 50 
dictating machines! It’s a fully- O 


equipped, precision business machine. 





It costs only 
FEDERAL EXCISE TAX EXTRA 


(STENORETTE actually pays for itself in more accurate, 
faster office operation! See next page) 


300,0 
00 NOW IN USE THROUGHOUT THE WORLD 


Executives ev 
: erywhere pref 
dictati A prefer the Stenoret 
peas Agere regardless of price yee pig other 
ives you all th ae wonder! 
du much—and other Seas on of seth Sn ee D ~—_ “ / 
ual function as dictat (automatic error erasure eJUR-AMSCO CO ! 
parapet Aa or and transcriber, re-usable tape, 45-01 Northern Blvd RPORATION, Dept. M8 
COMPLETELY PORTA can’t get elsewhere at ‘slag vd., Long Isl : . , 
; BLE: i any price. and Cit 
you - Just plug it in be pol 11 _ 10 oz. Goes where Please rush, without obligation proven 
car. It’s alway , in office, even i . explaini , a copy of 
ways ready when you are. reese plead a how the Stenorette can x Lage tie BROCHURE 
TROL: efficiently, and mor y office work 
’ e accurately. go faster, 


Easiest machine for ou and our ecretary too! 
y y Ss 


Company 


(If you are inter 

ested for personal ; 
Address use, ignore this line) 
City 
Zone State 


Individual 


Title 
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nearest Stenorette Sales/Service C 
s/S > Center. 








{ 
‘a 
~ 


‘ 














at a price every 


iyiitcome tie afford! 


How often have you seen a price in an ad for a com- 
plete dictating machine? Probably never. In fact, other 
manufacturers, realizing that their prices are so high, 
leave out all mention of purchase price or suggest 
that you can rent their machines. But you can own 
your Stenorette—because this electronic miracle sells 
for half the price of comparable major dictating ma- 
chines. Jt even costs less than a standard office type- 
writer! That’s why every office—even the smallest— 
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Transcribing accessories at slight extra cost. Federal Excise Tax not included. 


can afford a Stenorette. 


Yours for only 

















DICTATE AND TRANSCRIBE WITH ONE MACHINE! 
A single Stenorette does it all. Just plug in the 
sensitive “mike” and dictate. Transcribing acces- 
sories (listening device and choice of footpedal 
or typewriter control) designed for the conven- 
ience and comfort of secretaries are used with the 
same machine. 


COSTS LESS. .. ACTUALLY DOES MORE! Despite its 
amazingly low price, the world-famous Stenorette 
does everything the highest-priced units do—and 
more! It gives you every control, every time- 
saving convenience you can think of. And, because 
it’s the most modern of all dictating machines, 
it’s the easiest, simplest, fastest of all to use. 
Imagine! You dictate onto revolutionary mag- 
netic tape—the finest medium for recording the 
human voice. And you erase errors automatically! 
Just re-record over the words to be corrected. 
You can dictate continuously for 30 whole min- 
utes. You never have to worry about the expensive 
resurfacing and/or replacement needed for old- 
fashioned belts, discs, and cylinders. And 
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A real dictating machine 


Stenorette’s foolproof PUSH-BUTTON CON- 
TROLS make every step automatic. 


REALLY PORTABLE ...WORKS ANYWHERE! The amazing 
Stenorette weighs only 11 pounds, 10 ounces, 
takes no more desk space than your briefcase. 
It’s the only dictating machine that even oper- 
ates perfectly in a moving car! (There’s no 
“needle.”) Take it with you to important busi- 
ness meetings; Stenorette’s exclusive “Confer- 
ence” setting lets you record as many voices as 
you wish. A simple attachment lets you record 
telephone calls, too. 

















REMOTE-CONTROL ERASER! Make changes without 
touching the machine. Relax in your chair, press 
the button on the “mike,” listen to your last 
words—and record the correct words right over 
the error. 


USE THE SAME TAPE OVER AND OVER AGAIN! Dictate 
for a full 30 minutes. Transcribe. Start again 
with the same tape if you wish. Stenorette is as 
economical to use as to buy. 


CHOICE OF TRANSCRIBING ACCESSORIES. Double or 





FIRST CLASS 
PERMIT $1565. 
SEC. 34.9,P.L. & R. 
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Via Air Mail 
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REPLY CARD 








DeJUR-Amsco Corporation 


45-01 Northern Blvd. 
Long Island City 1, N. Y. 
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How the Stenorette helps you 
“talk” paper work away 













single earpieces. Playback control with bar on 
typewriter or pedal under desk. 


WORLD’S EASIEST TRANSCRIBING. Tens of thousands 
of secretaries operated their Stenorettes flawless- 
ly within five minutes after they first tried it. 
And they all love the clear, restful Stenorette 
natural pleasant “playback” essential for cor- 
rectly typed transcription. 


FOOLPROOF INDEXING! Typist knows exactly where 
to start listening, where to enter changes re- 
corded separately, etc. 





~ ge 
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MOST SENSITIVE DICTATING MICROPHONE. Another 
Stenorette exclusive. Shout or whisper—hold the 
microphone wherever you wish. Your voice will 
play back clearly at its natural level. 


NATIONWIDE SALES SERVICE. Hundreds of office 
managers and purchasing agents (firm names on 
request). have purchased scores, even hundreds 
of Stenorettes for their firms. This is ample evi- 
dence of their confidence in DeJUR-Grundig’s 
nationwide network of factory-trained Sales/ 
Service Centers. There’s one near you. 


FREE BROCHURE SHOWS 





Your free copy of this new illustrated book tells 
and shows you how to do more really productive 
work in less time with the DeJ UR-Grundig 
Stenorette. 


CARD FOR YOUR FREE COPY 


Quantities are limited, so get your request 
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OPERATIONS RESEARCH 


The facts about 


How it can save you 


time, costs, profits 


by F. Reese Brown 


Brown, Woodbury, Nemerever & Henry, Inc., New York 


Operations Research, one of the newest tools of scientific management, holds 


promise for small firms as well as large. No management can afford to overlook 


it. How can you use OR? These questions and answers give you the facts. 


First of all, Mr. Brown, what is 
Operations Research? 

There have been a number of 
definitions. To take a composite of 
some of them, we can say that Op- 
erations Research is the application 
of scientific methods, including 
mathematical techniques, to the an- 
alysis of management problems. 
Its purpose is to narrow the area in 
which management judgment must 
take place. 
ew OR supplies decision-making in- 
formation. 
aOR supplies this information 
through the use of the scientific 
method. 

# OR concerns the organization as 
a whole. 


Well, how can you tell whether 
a specific problem is such that 
OR will contribute to the solu- 
tion? 

There are clues or smoke signals 
that put us on the alert. The prob- 
lem area can normally be charac- 
terized by the following conditions: 

First, the problem involves a 
recurring decision. Because of the 
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variables involved, the decision has 
to be made over and over again 
—for example, how much inventory 
should be carried at present and 
what and how many items should 
be re-ordered when. 

Second, the problem can be for- 
malized in terms of one of the fol- 
lowing verbs: allocate, assign, hire, 
buy, sell, route, schedule, dispatch, 
maximize, minimize, optimize. 

The problem usually involves 
items such as profits, time, or costs. 
And the item is to be minimized, 
maximized, or optimized. 


But isn’t OR of value only to 
larger companies? 

No. OR can be of value to almost 
any company. For larger companies, 
the savings effected with OR may 
be greater solely because of the 
greater number of transactions usu- 
ally involved. 


Well, isn’t the cost of OR usually 
too high for small and medium- 
sized firms? 

Again, no. Only the large com- 
pany, of course, can afford to main- 


tain its own OR team as part of its 
staff. And only the very largest 
companies can afford the large 
number of varied specialists needed 
to handle the complete range of 
potential OR applications (OR has 
become so complicated in itself that 
no single OR man can handle com- 
pletely all the various techniques 
that make up the OR discipline). 
The answer to the small or me- 
dium size company’s problem lies 
in the periodic use of a manage- 
ment consulting firm that has quali- 
fied OR personnel—a firm such as 
ours, if I may say so. To find quali- 
fied firms of this kind, a business- 
man might seek the recommenda- 
tion of any reputable management 
consulting firm in his area. 


How can a company representa- 
tive know whether a consulting 
firm hes competent OR people? 

Ask to meet all persons who 
would be scheduled to work on his 
problem, if the firm is engaged. 
Ask to see their qualifications. A 
reputable consulting firm will wel- 
come such a demonstration of inter- 
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est on the part of a potential client. 


The word “optimum” or “‘opti- 
mize” appears frequently in OR 
discussions. Just what does it 
mean? 

When we speak of “the optimum 
solution” or “optimum decision,” we 
mean that within the limits of cur- 
rent knowledge, any alternative 
course of action would be less de- 
sirable for the organization as a 
whole. 

“Optimum” should be carefully 
distinguished from “maximum.” For 
example, our maximum production 
is, say, 10,000 units a month, but 
our optimum production is 8,500. In 
other words, because of added la- 
bor costs and maintenance costs, we 
make less money making 10,000 
than we do making 8,500 units. 


What does 
“look” like? 


The typical OR solution consists 
of a “decision rule” or equation that 
can be used repeatedly as the situa- 
tion changes and the need occurs. 

We must remember that the aim 


an OR solution 
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F. Reese Brown is one of the princi- 
pals of Brown, Woodbury, Nemerever 
and Henry, Inc., New York manage- 
ment engineering firm specializing in 
the management sciences. The firm 
does work for clients in two areas: op- 
erations research and data processing, 
usually involving the use of an elec- 
tronic computer. 
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of OR is to enable management to 
determine the optimum course of 
action. Or, more technically put, 
the aim of OR is usually to deter- 
mine the optimum use of those vari- 
ables that are under the control of 
the decision-maker. 

In many problems, the OR solu- 
tion slowly “ages” so that it requires 
updating from time to time. This 
“aging” process occurs because the 
very situation that OR is expected 
to solve is often very unstable in 
that the numerical values of the 
parameters fluctuate. And in time 
the situation may change suflicient- 
ly to impair the effectiveness of the 
solution (rule or equation ). As a re- 
sult, the values of the parameters 
and relationships should be re-ex- 
amined periodically. Significant 
changes will, of course, necessitate 
updating of the decision-rule if it is 
to maintain its original effective- 
ness. It is for this reason that an 
OR solution should include ways 
and means to enable those who are 
applying the decision-rule to deter- 
mine when it is time to consider 
updating it. 

What are the steps involved in 
an OR solution? 

Virtually all OR solutions involve 
the same steps. The life-span of the 
problem is normally broken down 
into six steps or phases: 


1. Formulating the problem. 
The problem is usually formu- 
lated in two ways: (a) a precise 
statement of the problem as it is 
viewed by the executives in the 
company; (b) a precise state- 
ment of the problem as it is 
viewed by the OR team. 


2. Constructing the mathemat- 
ical model. The model includes 
all the variables including those 
outside the control of the com- 
pany as well as those inside the 
control of the company. 


3. Deriving the solution from 
the model. The solution is usually 
derived in either of two ways: 
analytic or numerical. Analytic 
involves the use of mathematical 
deduction. Numerical involves 
trial and error (symbolic rather 
than actual), comparing the re- 


“Cost of OR may range from a few hundred dollars to several thousand, 


sults of various solutions, and 
then selecting the best solution 
in terms of the accepted criteria. 


4, Testing the model. The use- 
fulness of the model is deter- 
mined by how successfully it can 
predict changes that occur in the 
system. 


5. Developing controls over 
the solution. The OR solution 
must include ways for determin- 
ing when significant changes oc- 
cur and rules to accommodate 
these changes when they occur. 


6. Applying the solution. The 
OR solution must include a set 
of procedures which will enable 
the operating personnel of a 
company to apply the soluticn 
appropriately. 

What does an OR solution to a 
problem cost? 

There is no way of estimating the 
cost of an OR solution without care- 
fully examining the problem and 
the source data and its availability. 
The cost problem will be further 
complicated if the solution involves 
the use of an electronic computer 
—and many do. 

The cost of an OR solution may 
range anywhere from a few hun- 
dred dollars to several hundred 
thousand dollars. The cost of an 
OR solution of a conventional prob- 
lem can naturally be estimated 
much more accurately than one 
that is a pioneering or trail-blazing 
effort. 

The actual cost of such a solution 
should be measured in only one 
way—in terms of the money it can 
reasonably be expected to save. 

Unless a company has consider- 
able surplus cash to put into re- 
search, executives would probably 
do well to begin only with those 
OR applications that can reasonably 
be expected to pay for the solution 
within two years. Such estimates, 
of course, require that the company 
put a price tag on the value of the 
new information that OR applica- 
tion will produce. This is not always 
easy to do. In fact, it is often ex- 
tremely difficult to determine in ad- 
vance what an intangible such as 
information for better decision- 
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WHAT TYPE OF PROBLEM CAN OR SOLVE? 





< - The types of problems that OR can solve are quite varied. They 
om range from the office to the shop, from the customer to the raw 
he material supplier, and from the distributor to the retailer. For example: 
: 
ve : How much work should be done in how much How to minimize shipping and warehousing 
in- fl time. costs. 
e- | When to work overtime. How to optimize run sizes. 
ite ff Optimum allocation of the sales promotion Whether to make or buy. 
a dollar. Par er Determining optimum product mix. 
he § es inl: seine apens What strategy to select for directing mission- 
set so en to service equipment. 
| ‘ ary sales effort. 
je J When to replace equipment. x : 
a | When and whet ts tenes: Determining the effect of overtime and vaca- 
cn How to assign work to minimize labor cost. nen scheduling. : 
How to supply a warehouse network at mini- __ How to optimize the allocation of sales effort. 
oa | mum cost. How to optimize the assignment of personnel. 
the | 
are- ? 
and 
lity. 
ther making will actually be worth to the obtained except at prohibitive —a non-verbal language—can be at- 
Ives company. : cost. tributed to the ease and efficiency 
uter : Bes it permits in the manipulation of 
Does OR _threaten to replace 4, Data is inaccurate and can- quantitative information. Most OR 
may sound business judgment? not be corrected. However math- techniques involve the measuring 
hun- | OR does not replace executive ematically and _ statistically re- ol vertiliinn tn termes of tate param- 
dred § judgment. But in a great many fined, erroneous raw data will eters (variability) and their pre- 
f an | areas it will replace routine judg- continue to produce erroneous dictability statistical frequency of 
rob- ment. It does this by simplifying or results. occurrence). 
ated boiling down huge quantities of 


5. Impossibility of determin- 


one data. It narrows the range of judg- ing the relationship of the oc» 


Mathematical symbols also afford 


izing ment so that the executive can con- a. a convenience for several reasons: 
centrate his entire attention on trollable and uncontrollable bein =4 . 
ition § those areas that require the great- ables. Frequently a aia. "5% will L. Fear 2G 8 —— 
one | est experience and insight. ’ virtually have - revolutionize shovnnee . ted ee 
on 2 its data collecting before it is spe- plex and involved relationships. 
ve. | Are there any obstacles to suc- cific and precise enough to serve 2. They are easier to manipu- 
ider- : cessfully applying OR? OR needs. late systematically than the refer- 
yt : OR offers no panacea to your 6. P ence for which they stand. 
fae woes. There are a number of ob- - Problem cannot be formu- fa 
yably lated in numbers or quantities. 3. They minimize the danger 
those stacles to successfully applying OR OR techniques are almost always of arousing emotional attitudes 
aably techniques and methods: mathematical or statistical in na- which might distort the objective 
ution 1. Insufficient data. Sometimes ture. They cannot normally ac- solution of a problem. Somehow 
rates, this situation is very temporary commodate data that cannot be none of us seem to get as impas- 
pany and can be readily remedied. put in some numerical form. sioned about a mathematical 
f the : : ; symbol as we do about a word. 
plica- 2. Required data is not obtain- 7. Data cannot be put into a Alth hOR oe eli a 
ae able. The available data cannot form adaptable to the appro- a: ae ' ve deste ae vee 
ae be broken down to meet the spe- priate OR technique. aca of mathematical or sta- 
. ciRe need. tistical techniques to the realities 
in ad- Why does mathematics play of a business situation, such is not 
ch as 3. Cost of obtaining the data. such an important role in OR? always the case. The concepts and 
Iston- The necessary data cannot be The importance of mathematics (Continued on page 77) 
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PROFILE OF A NEW KIND OF MANAGER 





An interview with James V. Carmichael, President 








of Scripto, Inc., Atlanta, Ga. 


MANAGEMENT METHODS 





et aT 


Ga. 


ETHODS 








How to profit 


in foreign markets 


James Carmichael, one of the South’s best known business executives, is 


noted for his ability to develop men and markets. In this candid interview, 


tape recorded by an MM editor, he explains the methods he has used to 


multiply his company’s sales. He details a specific plan your company 


can follow for tapping world markets. And he tells you how to strengthen 


your management with the people you have now. 


mmm Scripto, Inc. is proof of the 
profit that foreign markets offer to American 
firms, even small firms. 

Says James V. Ca. aichael, 48, president of 
Scripto: “Foreign 1. wkets hold tremendous 
profit potential. Once you get the hang of it, 
the problems of operating abroad are no more 
severe than for operating at home. Some prob- 
lems are different, but they're no bigger.” 

When President Carmichael joined Scripto 
in 1946, the company had one plant, in Atlan- 
ta, Ga. Sales were running about $3 million. 

Now the picture is changed. This year's 
sales will reach an estimated $25 million. 
Plants are bustling in four other countries— 
Canada, England, Southern Rhodesia (South 
Africa), and Australia. Scripto pencils and 
pens are marketed in some 100 countries 
around the world. These foreign sales repre- 
sent about a fourth of Scripto’s total volume. 
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In addition, foreign operations account for 
about a fourth of the company’s 2,000 em- 
ployees. 

Market building. When James Carmichel 
joined Scripto in °46, his first step was to 
expand production capacity to fill a huge 
post-war sales vacuum. Then he had to find 
ways to maintain this high level of production. 
Part of the answer was to aggressively expand 
domestic distribution and broaden the pro- 
duction line, e.g., ball point pens. 

Another part of the answer was to launch 
a forceful and carefully planned program of 
export selling. The export business led natu- 
rally—even necessarily—to the establishment 
of plants on other continents. 

Management building. Scripto’s growth in 
sales and profits flows mainly from President 
Carmichael’s skill in coordinating and mo- 
tivating his management associates. His skill 
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“Once you know how fo do it, expanding abroad becomes no more 


is based on a key doctrine, that he expresses 
this way: 

“The true test of any top manager is to get 
the best out of the people you have. Anyone 
can fire and hire in an attempt to get better 
talent. But when you do that, you usually 
throw away more than you get. The real 
executive develops the people he has.” 

When Carmichael joined Scripto, he re- 
tained the entire management he found there. 


Only one man was brought in from the out- 
side, to fill an actual vacancy. In the mean- 
time, of course, the management has been 
further expanded. 

To find out the methods Carmichael uses 
in market building and management building, 
MANAGEMENT METHops interviewed him at 
length in his Atlanta office. Following are his 
answers, excerpted directly from the trans- 
script of the conversations. 

















O Mr. Carmichael, some peo- 
“<~ Ple say foreign markets 
are just a management head- 
ache—that the big problems 
aren’t worth the small profits. 
Is this a valid objection? 


A. No, I don't think so. Certainly 
it is complicated to sell in foreign 
markets, or to manufacture there. 
But our experience has been that 
it is no more complicated than op- 
erating domestically. 


Q. What about the objection of 
small profiits? 


A. That is not a valid objection, in 
our experience. Too many people 
misunderstand the foreign markets, 
they think of them as cheap mar- 
kets. They think only inexpensive 
goods will sell and that this neces- 
sarily means a low margin of profit. 
That is not true. The foreign market 
is a tremendously varied market, 
with huge potential. It can absorb 
many very expensive products as 
well as low cost items—industrial 
products as well as consumer prod- 
ucts. In many cases, these sales can 
carry very good profits. 


Q. Are there many American com- 
panies that could be profiting in 
the foreign market now? 


A. There’s no doubt about it. 


Q. Well, why aren't they doing so? 


A. In many cases, I think they are 
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reluctant to do so because foreign 
markets represent an unknown to 
them. Many executives seem to 
have the idea that selling abroad 
or operating abroad involves a huge 
maze of red tape. There are prob- 
lems and there is red tape, of course 
—shipping documents, making col- 
lections, getting your money back 
in dollars, the credit problem. But 
none of these things are over-bear- 
ing if you are willing to take the 
time to learn how to handle them. 
That is the key, I think—learning 
how to deal with these new situa- 
tions. Once you know how to do it, 
expanding abroad becomes no 
more difficult than expanding with- 
in your own home market. 


What about the problem 
of getting your profits 
back in dollars? 


A. That problem varies, depending 
upon the country you are in. 


Q. Is it a severe problem? 


A. It certainly can be severe if you 
don’t approach it on a planned ba- 
sis, and deal with it as a prelimi- 
nary step before you go into a 
foreign country. If you are dealing 
with a country that has ample and 
ready dollar reserves, there is no 
problem of getting your profits out. 


Q. Are there many such countries 
left? 


A. Not too many left. A country 
without ample dollar reserves is 
loath to grant permission for Amer- 
ican companies to take profits out 
in dollars—unless the company is 
filling a definite deficiency in the 
country’s economy. If you have a 
product not readily available but 
needed in the country’s economy, 
they will often draw on their dollar 
reserves in order to permit you to 
take your profits out. 


Q. You say the problem need not 
he severe if you handle it on a pre- 


SEPTEMBER 1958 


















difficult than expanding within your own home market.” _ 


planned basis. What do you mean? 


A. I mean that before going into a 
foreign country, an American con- 
cern should make a definite ar- 
rangement in advance, with refer- 
ence to whether it can take its prof- 
its out in dollars, under what condi- 
tions it can take dollar profits out, 
how much profit can be taken out 
in dollars, and so on. Do it before 
you start. This is a vital point. Once 
you start operating in a foreign 
country, it’s too late then to make 
a deal with the government. 


Could you give an exam- 
ple from your own com- 
pany’s experience of what you 
mean by making these prelimi- 


nary agreements with foreign 
governments? 


A. We operate a plant in England, 
and England has limited dollar re- 
serves. They have a very severe 
problem, in fact. The reason we 
went into England was because it 
became virtually impossible for us 
to get permits and dollar exchange 
for shipping our goods into the 
Sterling area. England needed 
medicine and capital equipment 
and many other things a lot more 
than they needed our fountain pens 
and mechanical pencils. So they 
told us they were sorry but they 
could not grant us licenses to im- 
port our goods and take out dol- 
lars. 

Thus, since we could not ship to 








the Sterling area, we told the Brit- 
ish government that we would like 
to manufacture in England. We 
made application to the Bank of 
England, which controls the British 
currency, and to the Board of Trade. 
We made written presentations to 
both of these groups. We had hear- 
ings and introduced our evidence. 
We told them how many people we 
would employ, the size of the pay- 
roll, and how our operation would 
benefit their economy. In exchange, 
we asked for the right to take out 
profits out in dollars. As a result of 
these hearings, we were given a 
ruling in favor of our proposal. 
Now, this was a preliminary step. 
We did not begin our operation 
there until we had made a firm 
agreement with the government. 


What reason did you have 

for wanting to get into 
foreign markets in the first 
place? 


A. Basically, we went abroad be- 
cause we knew there was profitable 
business to be captured or created 
there. I don’t think our reasons were 
any different from the reasons 
many other companies decide to 
move into foreign markets. We 
felt we had done a creditable job 
of distribution in America. We felt 
we could expand abroad without 
taking away from domestic busi- 
ness. We felt we had the general 
know-how that we would need to 
operate plants abroad. We had the 
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management people to spare with- 
out spreading ourselves too thin. 


Q. In other words, you consider 
foreign markets as a supplement to, 
rather than a substitute for, domes- 
tic business? 


A. It is a mistake to think that there 
are greener pastures abroad and 
that it is easier to get volume busi- 
ness there than it is here. As I said, 
operating abroad is no harder, but 
neither it it any easier. The business 
is there to be had, but it requires 
know-how, it requires hard work, 
and it requires, as a general rule, a 
longer term to get a return on your 
money than it does domestically. 


You talk about know- 

how. How can a company 
safely acquire this know-how in 
foreign operations? 


A. The best way is to take small 
steps before you take big ones. That 
is what we did in Scripto. As a 
starter, we opened a small plant in 
Canada, in 1950. We launched it 
primarily as a pilot operation—to 
teach ourselves how to operate 
away from Atlanta, and to test our 
skills in managing an international 
business. First, we leased a small 
plant in Toronto, and then later we 
moved into our own plant there. 


Q. Do you export to the world 
market from Canada? 


A. No, the Canadian operation 
serves just the Canadian market. 





a 


There is no advantage in exporting 
from Canada since that country is 
on hard currency just as we are 
here in America. But the plant 
serves as an ideal training ground. 
We can get there quickly if we have 
to, and the lines of communication 
are short. It is not a big operation; 
the Canadian market is small, but 
it is growing rapidly. We have 
about 125 people in our plant there. 


Would you say that your 

foreign expansion pro- 
gram has been handled on a 
planned or an_ opportunistic 
basis? 


A. Definitely a planned basis, al- 
though we have taken advantage of 
timely opportunities when they 
have arisen. 

For example, it was in 1955 that 
we decided to begin manufacturing 
in England, after getting a few 
years of experience under our belts 
with our Canadian operation. We 
started to build a plant in Eng- 
land but, soon after it was started, 
we learned of an opportunity to 
buy a controlling interest in an 
existing company making mechan- 
ical pencils. Because it was a favor- 
able opportunity, we switched our 
plan and acquired the company, 
instead of starting our own opera- 
tion from scratch. Later it became 
a wholly owned subsidiary of ours. 
The acquisition was particularly 
appealing to us because the com- 
pany brought with it its own subsid- 
iary operation in Southern Rho- 


“There are not many places in the 
world where business is done 


as it is done in America.” 





desia. This gave us an opportunity 
to establish a beachhead operation 
on the continent of Africa. 

Now, our English plant gave us 
an opportunity to market our prod- 
ucts not only in England, but 
throughout the Sterling area. 

One of the places we began ship- 
ping to from England was Aus- 
tralia. But, like many other coun- 
tries, Australia began to become 
more and more nationalistic. 
They began a program to build 
their own economy; they took the 
position that even though they are 
a part of the Sterling area, they 
wanted to begin conserving their 
funds, and to manufacture and buy 
at home rather than to import from 
abroad. It became more and more 
difficult for us to export to Aus- 
tralia. Thus, as in the case of Eng- 
land itself, we decided it would be 
easier to manufacture in Australia 
than it would be to export to there 
from our English plant. Before we 
went in, we made basically the 
same kind of arrangement with the 
Australian government that we had 
made with the British government, 
as far as taking our profits out in 
dollars is concerned. Once the 
agreement was established, we 
built a plant there, in 1957, and 
began our operations. 

Now, from Australia, we hope 
that we can develop trade into the 
Far East. We hope to eventually 
supply many of the Far Eastern 
countries from our Australian plant 
rather than from Atlanta, or from 
London. This will mean cheaper 
and faster transportation, as well as 
a number of other advantages. 

I think you can see from this that 
we have expanded abroad on a 
planned basis, but at the same time 
remained flexible enough to deal 
with special opportunities and spe- 
cial problems. 


Q. All of your foreign plants are 
located in English-speaking coun- 
tries—Canada, England, Southern 
Rhodesia and Australia. Is this the 
result of pre-planning? Is there any 
special significance to this fact? 


A. Yes, it is the result of pre-plan- 
ning and I think it is significant. In 
our initial phases of overseas ex- 
pansion, it has been our plan to op- 
erate plants in only those countries 
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where we do not have the added 
problem of a language barrier to 
deal with. This is done primarily as 
a means of simplifying our growth 
pattern. 


Q. Do you feel that a language dif- 
ference throws up a difficult bar- 
rier? 


A. It is not just the language bar- 
rier itself, but the ramifications that 
language differences reflect. There 
are not many places in the world 
where business is done as it is 
done in America. But when you go 
into another country that is Eng- 
lish-speaking, the chances are that 
their legal system and their business 
ground rules are going to be at least 
related to ours. In a Spanish speak- 
ing country, for example, the ways 
of doing business may be drastically 
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“We study markets and consider only those countries where the 


home market is large enough in itself to sustain our operation.” 


different in many respects from 
what we are used to here. 


Q. Then the language factor has 
been one of your major criteria for 
selecting sites for foreign plants? 


A. Yes, that is correct. 


Q. What other major criteria enter 
into your site selections? 


A. Well, first we study markets and 
consider only those countries where 
the home market is large enough 
in itself to sustain our operation. 
In other words, we don’t want to 
build a plant in a country where 
we will have to export out of the 
country to make the plant break 
even. Many plants are established 
abroad as a means of exporting to 
other countries, but our experience 
has been that unless the plant can 


sustain itself in the local economy, 
then the operation may become 
very difficult. 

This doesn’t mean that we do not 
export to other countries from our 
foreign plants. We do, and we plan 
to do more of it in the future. But 
we insist that our foreign plants 
must be self-sustaining in their own 
home markets. Then we determine 
what other countries we can export 
to, in line with the currency ex- 
change situation and so on. What- 
ever export business we develop is 
considered as plus business. 


Q. So when you go into a country 
with a plant, you don’t count on 
any export business? 


A. Well, you can count on it, but 


you ought to consider it as gravy, 
not as what is necessary to break 


47 



























“Added costs of starting up a plant overseas are not severe.” 


even. For example, we developed 
our English operation to export to 
all the Sterling areas of the world. 
Pat before moving ahead with our 
ns for a plant in England, we 
ade certain that the business 
ould be profitable within the 
British Isles alone. 


Q. What is the reason for your 
policy of having foreign plants 
that are self-sustaining in their own 
home economies? 


A. For one thing, the policy re- 
moves much of the risk. You can be 
pretty sure of what you can sell in 
the local market, but you may not 
be as successful in accurately pro- 
jecting what you can successfully 
export from a foreign plant to other 
countries. Furthermore,, you may 
find that an export market that you 
count on today doesn’t exist tomor- 
row for any number of reasons. Or 
you may find that because of chang- 
ing conditions, it later becomes 
more economical to export to a cer- 
tain country from the United States 
than from a foreign plant that you 
built to serve that market. 


Q Are there any other major 
criteria you use in study- 
ing foreign plant sites? 


A. After you determine that there 
is a suitable demand for your goods 
in a certain country—or a potential 
for creating a demand there—you 
ask yourself about the political sta- 
bility of the country. Is the govern- 
ment a stable one? Can you afford 
to risk your capital there? This gets 
back to the point of making cer- 
tain in advance that you will be 
able to take your profits out in a 
suitable currency. If you are going 
to make a formal agreement with 
the government, you want to be cer- 
tain that the government is such 
that your agreement will be re- 
spected in the years to come. 


Q. You mention risking capital. Is 


dB 


it a costly process to get a plant 
started in a foreign country? 


A. There are some extraordinary 
costs—travel costs, for example. 
We've found, however, that the 
added costs of starting up a plant 
overseas are not severe. 


What about the costs of 
tooling up a plant and 
training workers? 


A. In our case, these are not prob- 
lems, because we strictly follow the 
principles of mass production. Al- 
though our operation is completely 
integrated (we make everything 
for our pens and pencils except the 
lead), we have developed highly 
refined machines that turn the parts 
out at high volume without a sacri- 
fice in tolerances or quality. As a 
result, it takes no more than a day 
or two to train a worker to put the 
parts together. 

Once we have the manufactur- 
ing equipment in the plant and op- 
erating, it requires relatively few 
highly skilled employees to oper- 
ate and maintain it. 


Q. Is this mass production equip- 
ment that you speak of made here 
and shipped to your foreign plants? 


A. In some cases, yes, but when 
we acquired our English subsidiary, 
for example, some of the existing 
equipment was rebuilt there. Our 
English operation, incidentally, is 
now fully integrated; we are still 
supplying our Canadian, African 
and Australian plants with some 
component parts manufactured 
here. 


O How many people do you 
= send into a country when 


you are starting a new plant 
there? 


A. We send a manager into the 
plant and let him run it. In the ini- 
tial stages, he may have the help 
of some of our engineering experts 
or other specialists, but essentially 
our plan is to send in only the key 
man. I stay in constant communica- 
tion with these managers by phone, 
wire, and letter. At least once a 
year, and sometimes twice a year, 
I visit each of the plants to make a 
first-hand observation of how it is 
doing. 


Q. What about selling methods? 
Are you able to use the same sales 
approach in foreign countries as 
you use here in the United States? 


A. We use the same basic sales ap- 
proach everywhere—getting our 
products on as many counters as 
possible. 


Q. Does your selling technique 
seem to work as well abroad as it 
works here? 


A. It certainly seems to. As evi- 
dence, our share of market in Eng- 
land has steadily grown. If we're 
not first now, we’re damn close to it. 


QO Based on your personal 


experience in building a 
world-wide company, plus what 
you have seen of other com- 
panies operating overseas, what 
would you say is the biggest pit- 
fall for companies to avoid 
when moving into foreign mar- 
kets? 


A. I think the biggest pitfall to 
avoid is inflexibility of attitude. 
When you move into other coun- 
tries you have to do so with a will- 
ingness to accept their ways of do- 
ing things, rather than an insistence 
that they do things your way. In 
Latin America, for instance, many 

(Continued on page 81) 
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This company, with inventory warehoused around the country, now 


receives daily sales reports that improve production scheduling, 


sales analysis, and cash control. Because the system simplifies 


paperwork, it has paid for itself out of overtime savings. 


Simple teletype system 


speeds 
sales 
data 


es fs your product 
inventoried in a number of different 
warehouses? If so, one efficient way 
to speed production scheduling, 
billing and inventory taking is to 
stop using the U.S. mails and switch 
to tape-producing Teletypewriters 
instead. 

So says Virtue Manufacturing 
Co., in Los Angeles where a new 
communications and control system 
has already created enough savings 
in overtime alone to equal the cost 
of equipment purchased. 

The system enables management 
to know almost instantly what the 
sales picture is around the country, 
and thus how to schedule produc- 
tion and shipments to warehouses. 
The company can also keep its cash 
position under tight control. 

Because of the way the system 
works, there is no more waiting for 
written reports to trickle in from 
scattered warehouses. 

Equipment used consists of the 
Bell System Teletypewriters and 
Cycle Tape-Minders. The Tele- 
typewriter is, as its name implies, a 
typewriter-like device that pre- 
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Every warehouse keeps a set of tape file books carrying standard information 
on regular customers in its specific area. This tape automatically types name, 


address, account number, area and district codes on the invoice form. 





Clerk at Teletypewriter prepares eight-copy invoice which machine automatically 


punches same information on tape feeding into Tape-Minder. 
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Teletypewriter transmitting equipment is ready for automatic night operation. 
Next step in daily procedure is telephone dialing from Los Angeles which will 
activate the machine. 


pares ordinary typed material and 
simultaneously codes the informa- 
tion onto a continuous paper tape. 
This tape is the key to the opera- 
tion. It can be “played back” auto- 
matically and, through the Bell Sys- 
tem’s private line teletypewriter 
service, the taped material can be 
received on sister machines else- 
where. 


How it’s used 


Virtue Manufacturing Co. pro- 
duces a full line of metal dining 
furniture in its Los Angeles plant. 
Its products, however, are stored in 
commercial warehouses spotted 
throughout the country. Orders are 
filled from these warehouse inven- 
tories. 

For production scheduling, bill- 
ing and inventory maintenance, it 
is essential that Virtue’s manage- 
ment have the latest possible figures 
on sales and delivery. Before the 
introduction of the Teletypewriters 
and the Cycle Tape-Minder, Vir- 
tue’s executives often had to wait 
as long as 10 days before written 
reports from the warehouses ar- 
rived by mail. Today it’s a different 
story. 

As salesmen’s orders come into 
any of the warehouses, a clerk as- 
signed to the Virtue account proc- 
esses them. A pre-cut tape contain- 
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ing the customers name, address 
and other standard information is 
taken from the “tape file book.” 
This slip of paper is placed in a 
Teletypewriter which automatically 
types the standard information on 
an eight-part invoice; then the spe- 
cific details of the current order are 
manually typed by the clerk. Cop- 
ies one and two of the invoice are 
mailed to the customer upon ship- 
ment of the merchandise. This is 
the customer’ only billing. The 
third copy is sent to the salesman 
who filed the original order. 


Company copies 


The remaining five copies go to 
the shipping room where the fourth 
copy serves as the warehouse record 
of date of shipment, and the fifth 
copy becomes a packing slip that 
is shipped with the furniture. Copy 
number six is the bill of lading, and 
number seven is the shipping order 
copy of the bill of lading which 
goes to the carrier. The eighth and 
last copy of the invoice is the mem- 
orandum copy of the bill of lading, 
and is filed at the warehouse itself. 

While each invoice is being 
typed, the Teletypewriter is coding 
the information into a continuous 
tape. This process—the simultane- 
ous preparation of an eight-copy 


invoice and the tape carrying the 
same date—goes on all day. Each 
order received at each warehouse 
is processed in the same manner. 

As the invoices are written, the 
punched tape with its stored infor- 
mation is rolling up on the Cycle 
Tape-Minder. After the last order 
of the day has been received and 
processed, the roll of tape is re- 
moved from the winder and placed 
on an unwinder. Obviously the be- 
ginning of the day’s orders is on the 
inside of the roll; thus an inside un- 
winding process is employed, so 
that the information on the tape will 
unroll in chronological order. The 
final task of the day for the clerk 
in charge is to thread the day’s tape 
on the Teletypewriter and attach 
it to the reel of the Tape Minder. 
The installation is then ready for au- 
tomatic transmission to the Los An- 
geles office. 


Reception 


Sometime during the night an 
operator in the Los Angeles head- 
quarters dials a special telephone 
number for each of the warehouses, 
and the warehouse machine begins 
operation. The receiving Teletype- 
writer reproduces exact duplicates 
of the invoices prepared at each 
warehouse. In addition, another 
tape is being cut by the machine 
in Los Angeles. This tape is run 
through an IBM _ tape-to-card 
punch, which automatically punch- 
es an accounts receivable card for 
each invoice, plus inventory and 
sales analysis cards. 

Two receiving machines are used 
in Virtue’s Los Angeles office. One 
machine handles warehouses on the 
Pacific Coast and in the Northwest, 
while the second machine is re- 
served for other sales areas. 

By morning, the rolls of tape from 
all the warehouses have fed their 
information into the Los Angeles 
headquarters. The invoices on order 
from all over the country have been 
completely recorded, and the neces- 
sary cards have been punched and 
are ready for final processing, an- 
alysis and filing. By 10:00 A.M., 
Virtue’s management knows exactly 
what has happened to orders and 
inventories during the previous 24 
hours. End 
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ATTENTION CORPORATE DIRECTORS: 


Can stockholders attack your 


deferred compensation plan? 


When inquisitive stockholders 
start probing, can you justify 
your company’s plan of de- 
ferred compensation for execu- 
tives? Not if the plan features 
executive tax advantage in- 
stead of profit advantage for 
the business. Here's how to de- 
sign deferred compensation to 
benefit both company and ex- 
ectuive—and make the plan at- 
tack-proof. 


By John O. Tomb 


Principal, McKinsey & Co., Inc. 
Chicago 


SEPTEMBER 1958_ 


mee = \any companies 
are questioning whether they are 
getting their money’s worth from 
deferred compensation for execu- 
tives. Stockholders are asking em- 
barrassingly pointed questions. 

This is the reason: relatively little 
attention is being given to what the 
executive ought to do to earn his 
deferred compensation. 

Here’s a case example of a de- 
ferred compensation arrangement 
that is not only costly, but could be 
self-defeating: 

Company A agreed that after its 
president reached age 65 he would 
receive annual payments of $50,000 
as long as he lived. No attempt was 
made to establish any relationship 
between the amount of the pay- 
ments and the president's perform- 
ance on the job. In fact it could be 
argued that the arrangement en- 
couraged poor performance since 
the annual $50,000 payments began 
whenever the board terminated 
the president’s full-time employ- 
ment, 

Yet deferred compensation plans 
like this one have multiplied in 
number in recent years. A survey of 
600 major corporations showed that 
26% had deferred compensation 
plans in effect during 1956—a 50% 
rise over the preceding year. 

There are two major types of de- 
ferred compensation plan. 

One type defers compensation 
that otherwise would be paid cur- 
rently. A good example is when a 
company pays big management 


bonuses during a banner year, but 
spreads the bonus payouts over a 
five-year period. 

More typical, however, are the 
plans that provide for specified an- 
nual payments for a period of years 
after retirement, disability, or 
death. Usually, these plans contain 
contingency requirements, such as 
non-employment by a competitor, 
during the post-retirement period. 

This “plus compensation” may be 
deferred to hold a good man in the 
organization, to minimize his taxes, 
or for a number of these reasons. 

Deferred compensation paid in 
addition to an adequate competi- 
tive salary represents a form of ex- 
ecutive incentive. But incentive for 
what? It should serve as an incen- 
tive to build a more profitable com- 
pany. Yet in their enthusiasm to re- 
duce the take of the tax collector, 
the individuals who have devised 
deferred compensation plans have 
pushed the objectives of improved 
management and larger profits 
pretty far into the background. 

The pre-employment type of de- 
ferred compensation agreement 
provides a dramatic illustration. In 
order to fill a top management va- 
cancy, directors often commit their 
company to substantial deferred 
payments. 

Example: Company B agreed to 
pay its chief executive $600,000 in 
deferred compensation, spread 
over a period of years well into the 
future. This figure was arrived at 
before this individual had put in an 
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RAFFIC jams, noise, reduced 

efficiency and production... 
these are the daily and costly 
hazards of an overcrowded office. 
However . . . they can be elimi- 
nated... quickly, easily and eco- 
nomically, through the use of 
PARTITIONERS. You'll be 
amazed at how much more room 
these movable walls will provide 
for your personnel, your depart- 
ments, your equipment. And, 
they’re so easy to assemble that 
you can install a complete Par- 
titioner office in just an hour, 
without any disruption of work 


routine. 


UR free floor planning kit will 
enable you to plan a bigger 
and better office layout... one 
in which double parking and its 
hazards are completely elimi- 
nated. Send for it, and our cata- 


log today. Dept M-4. 








MARNAY SALES DIVISION 
ROCKAWAY METAL PRODUCTS CORP. 
1270 Broadway, New York, N. Y. 
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“‘Base deferred compensation on performance.” 


hour of work with Company B. No 
provision was made in his deferred 
compensation program to relate 
what he received to the kind of job 
he was able to do for the company’s 
management, employees, custom- 
ers, or stockholders. 

One way to illustrate the basic 
weakness in many deferred compen- 
sation plans is to compare this form 
of incentive with stock options. A 
deferred contract usually spells out 
the annual amount an executive will 
receive and the number of years 
over which payment will be made. 
Usually the amount and terms of 
payment are based on the situation 
in effect at the time and bear no re- 
lation to the quality of the execu- 
tive’s future performance. 

The stock option plan, by con- 
trast, becomes something of value 
to the executive only to the extent 
he can improve the earnings of the 
company and see increased profits 
reflected in the market price of the 
company’s securities. While stock 
options may have certain weakness- 
es, executives benefit from options 
only when the company benefits too. 

To get full value from deferred 
compensation commitments, some 
relationship must be established be- 
tween executive performance and 
deferred payments. Failure to de- 
velop this relationship exposes both 
directors and management to the 
charges of a “blank check” deal. 
More than one corporate board is 
currently struggling with the ad- 
verse impact of such allegations. 


Payments and performance 


There are definite ways to make 
deferred payments commensurate 





ABOUT 
THE 
AUTHOR 


John O. Tomb joined McKinsey & 
Co. eight years ago. Earlier he helped 
create a notable executive compensa- 
tion program for a major manufac- 
turer. As a consultant, he has devel- 
oped similar programs for a wide 
variety of industries. 


with each individual’s contribution. 

At the chief executive level, for 
example, performance can often be 
measured in terms of net profit or— 
better yet—return on investment. 
If this approach is taken, some 
formula is needed to calculate how 
much deferred compensation is gen- 
erated each year. 

Example: Company C accumu- 
lates a deferred compensation fund 


for its chief executive by applying : 


a percentage factor to net earning 
each year. The percentage factor 
increases as the level of profits 
rises. Such an approach relates the 
incentive principle to the calcula- 
tion of deferred compensation. 
For positions below the chief ex- 
ecutive, company profits may not 
always represent a fair yardstick. 


When this is the case, the approach | 


that makes the most sense involves 
the development of specific short- 


and long-term objectives for indi- © 


vidual members of the management 
team. In calculating the amount of 
deferred compensation that an indi- 
vidual receives, management or the 


directors would evaluate each ex- © 


ecutive’s performance in relation to 
these previously agreed upon yard- 
sticks or objectives. 

This process of defining individ- 
ual objectives—and then using these 
yardsticks in determining “plus 
compensation”—is relatively new 
and its application has been limited. 
However, the companies that have 
tried it-among them some of the 
largest corporations—are enthusias- 
tic about results. 
™ The act of defining individual 
objectives clarifies each executive's 
role in the corporate team. It also 
provides a mechanism for periodi- 
cally reconsidering organizational 
relationships. 


= It forces management to regu- 7 


larly review where the company is 
going. 

@ It forces each executive's supe- 
rior to keep himself well informed 
about the capabilities and perform- 
ance of his subordinates. 


Individualized plans 


In addition to basing rewards on 
individual performance, an effective 
deferred compensation plan should f 
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BUSINESS FORMS 
WITHOUT CARBONS 


NCR PAPER DOES IT!... produces cleaner, clearer copies 








Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of sales slips, 
invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 
copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Onio 


969 OFFICES 
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IN 94 COUNTRIES 


(Circle number 145 for more information) 


Have your forms printed on NCR Paper 
by your present forms supplier. You’ ll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, move copies in less time! Phone 
your present forms supplier, to- a 


day, for further information. 





*TRADE MARK REG. U.S. PAT. OFF, | 


} 


*| 
NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 

bs ADDING MACHINES + CASH REGISTERS 





“Maximum effectiveness may mean a separate plan for each executive.” 


relate the manner and timing of 
payments to individual needs. The 
reason for this is that the effective- 
ness of any motivated device de- 
pends on how well it appeals to—or 
satisfies—the needs of an individual. 

Unfortunaieiy, most deferred 
compensation plans have over- 
looked the wide variation that exists 
in the individual needs of the vari- 
ous members of the management 
team. This has been the reason for 
the relatively ineffective results ob- 
tained from some deferred compen- 
sation programs. 







Can you afford 
not to attend? 


1958 NATIONAL 
BUSINESS 
SHOW 


The effectiveness of any motiva- 
tional device depends on how well 
it appeals to—or satisfies—the needs 
of an individual. 

The age factor is one of the major 
reasons why individual needs differ 
widely. Deferral of compensation 
until after retirement often appeals 
to executives who are within 10 
years of retirement. But it may look 
unattractive to the younger execu- 
tive who has to cope with the heavy 
costs of educating his children. 

Example: The president of Com- 
pany D was enthusiastic about a 


This year more than ever before you should attend this 
important show .. . over 500 exhibits of the newest 
products and services. Here, under one roof, is a 
unique opportunity to get complete and authoritative 
answers to many of your pressing problems about the 
modern office. See by comparison just how efficient 
your office is. Learn how it can supply new and better 
information on company operations... at lower costs. 
Find out how to gear your office to provide better and 
more up-to-date facts on sales, customers, inventories 
and shipments as well as a host of other new and 
invaluable information to help you cut costs, improve 








methods and increase profits. 


THE COLISEUM, columbus Circle, New York, N. Y. 
October 20th thru October 24th, 1-10 p.m. daily 


For information and hotel reservations call 
Rudolph Lang, 530 Fifth Ave., N.Y.C., OXford 7-7142 


(Circle number 144 for more information) 





proposed deferred compensation 
plan and was all set to put it into 
effect. He happened to be within 
10 years of retirement and also re- 
ceived a salary in six figures. It 
never occurred to him that his 
fellow executives might be less en- 
thusiastic. Thanks to the discerning 
questions of an outside director, 
the company’s top executives were 
given an opportunity to express 
themselves on the deferred com- 
pensation plan before it was adopt- 
cd, It turned out that most had no 
interest in the plan! 

Inflation is another factor. It 
makes young executives reluctant to 
exchange current benefit for future 
payment. 

Other factors that create wide 
differences in individual needs in- 
clude level of compensation, avail- 
ability of independent income, and 
estate planning requirements. Some 
middle bracket executives who 
have accumulated little or no cap- 
ital may look on deferred compen- 
sation as an effective device for 
building up a_ personal estate. 
In this case, split-dollar insurance 
or a similar method may minimize 
the cost incurred by the company. 

Still another element—and a big 
one in the minds of some individ- 
uals—is the nature of vesting provi- 
sions. One top executive, who was 
especially outspoken about the lack 
of vesting in his company’s plan, 
took the position that this situation 
presented an unfair challenge to his 
personal integri'v every time he 
and the president wound up on op- 
posite sides of a corporate policy 
question. Another calls the lack of 
vesting “industrial peonage.” 

All factors considered, getting 
maximum mileage out of deferred 
compensation may involve a sepa- 
rate plan for each key member of 
the management team. 

There is increasing concern over 
the one-sided nature of most de- 
ferred compensation programs. At- 
tention has been focused almost 
exclusively on minimizing the tax 
load of highly paid executives. In 
this process the people who design 
deferred compensation plans have 
tended to forget the basic objec- 
tive of incentive payments—to im- 
prove corporate profitability. End 
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FIRST REALLY NEW OFFICE MACHINE ! 
puts permanent 


PLASTIC FINISH 


on any 


BUSINESS PAPER 


Flexible, Extra-Thin DuPont Mylar* Plastic 
Applied in Seconds! 
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Thought starters 


NEW PRODUCTS 





New Dick unit cuts offset 
duplicating time in half 


High speed duplicating of systems 
paperwork at the rate of four av- 
erage jobs a minute is possible with 
the new offset duplicator manufac- 
tured by A. B. Dick Co. 

Electro-mechanical features of 
the machine reduce the usual num- 
ber of manual operations required 
for offset duplicating from seven to 
two. 

Key to the duplicator is the pro- 
gram control unit. A_pre-deter- 
mined pattern for each cycle of im- 
printing runs is simply dialed by 


we 


New offset duplicator can turn out 
about 9,000 copies per hour. 


the operator. The master cylinder 
automatically adjusts to variations 
in paper and card thickness. The 
machine then follows the signals of 
the control to deliver the exact 
quantity of copies required. The 
cylinder automatically stops in the 
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proper position for master changes. 
A change of master cylinders and a 
flip of the starting lever are the 
only manual steps involved. The 
control unit does the rest. 

For more data on this machine cir- 


cle number 288 on the Reader Serv- 
ice Card. 


Sandwich dispenser 
serves ‘em hot or cold 


A vending machine has been de- 
signed by Automatic Foods Corp. 
to provide fresh sandwiches how- 
ever theyre wanted—cold, warm, 
hot, or even toasted. Capacity is 
125 sandwiches in five different va- 
rieties. Each is packed in a sealed 
cellophane bag and held under con- 
stant refrigeration until the moment 
itis sold. 

A simple infra-red oven heats 
and toasts sandwiches in seconds on 
both sides through the bag. Installa- 
tion requires only a power connec- 
tion, so units can be placed to sup- 
plement other vending stations or 
cafeterias. With the new machine, 
hot sandwiches are available after 
hours or at any time. 

For more information on this dis- 
penser, circle number 282 on the 
Reader Service Card. 


Imported tape recorder 
is lightweight, compact 


The Phono-Trix, made in West 
Germany, is a compact tape record- 
er which measures 6% by 4% by 3% 
inches, and weighs less than five 
pounds. 

Being marketed here by Kimber- 
ley Industries, Ltd., the unit fea- 
tures four-battery operation, com- 








Vari-lyper 
the machine 





Looks like a typewriter... 
writes like printing. 


INSTANTLY CHANGEABLE TYPE 


Now you can prepare your own 


| originals for reproduction by offset, 
| mimeo, or any other process at your 


disposal. Vari-Typer looks and op- 
erates like a typewriter, but supplies 
printer’s style copy ~~ ready for re- 
production. Any professional print 


| shop would be proud of the even mar- 


gins, the exact spacing, the variety 


_of type styles and sizes —— all pro- 


_¥ CATALOGS 
| V BULLETINS 


| 


duced on one machine! Think of the 
economy, speed and convenience. 


I'll ‘Set’ the Type for_Your,,, 
V FORMS 4 







V DIRECT MAIL 
V HOUSE ORGANS 
V SERVICE MANUALS 


.. right in your own office! 


| (Copy by Vari-Typer. Heads by Headliner.) 


VARI-TYPER CORPORATION 
SUBSIDIARY OF ADDRESSOGRAPH- MULTI GRAPH 
©000000008000080080006880800086 


VARI-TYPER CORPORATION Dept. 92 
720 Frelinghuysen Ave., Newark 12, N.J. 
Please send me VARI-TYPER Book D92 


COMP ANY cc cvcccccccccccccvevecesscnccvascoccsstoocs 
ADDRESS... cccccccccccccccccoscccccecccescedocssecse 
SETH ccccccccscvsccocescs ZONE....STATE........ 
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HELP STIMULATE 
SALES 


Management 


with Methods 


this 


the powerful 
Free 


new force 


Booklet 
in the 


This free, attractive booklet points 


the way to custom-built creations | Management 
that promote good will. | 


Write for your free copy today. Market 


IRONS & RUSSELL COMPANY 


INDUSTRIAL DIVISION 


Enlion Manufacturers Su 186/ 


95 Chestnut Street, Providence, R. |. 
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CONVERTING TO VERTICAL SHELF FILING? 


GET STABILITY, GET STYLE 
GET VERTI-FILE 


Here’s why Verti-File is today’s best buy: 


Verti-File is better built; it’s built by DeLuxe, 
one of the world’s leading manufacturers of 
boltless shelving. All Verti-File shelves are tie 
shelves for maximum stability . . . free standing. 
Shelves are adjustable without tools on 1” ver- 
tical centers . . . each shelf has 5 dividers. 


Verti-File is better looking . . . DeLuxe craft- / 
manship gives it a custom look. Verti-File comes | 
complete with full depth finished end panels 
and cornice type top with projecting cap. Every- 
thing’s included in one price. Want more infor- 
mation? Phone your DeLuxe dealer. He’s in |. 
the yellow pages under Shelving, or write for 
Catalog V-416. 


DELUXE METAL FURNITURE CO., Warren 17, Pa. 
A Division of the Royal Metal Manufacturing Company 
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pletely transistorized printed circuit 
amplifier and dual track record- 
ing. 

The unit permits 70-minute re- 
cording time, fast rewind and play- 
back through microphone or exter- 
nal speaker. Optional accessories 
include telephone pickup, ear- 
phones, large speaker baffle and 
carrying case. 

For more data on this import, circle 


number 302 on the Reader Service 
Card. 


Folder-inserter handles 
200 letters in three minutes 


A compact machine for folding 
and inserting mailings in envelopes 
has been introduced by Pitney- 
Bowes, Inc. It does the dual job 
eight times faster than by hand, the 
maker states. 

Electrically driven, it feeds, folds 
and inserts letters, invoices and 





New machine folds and inserts single 
or multiple enclosures in envelopes. 


other material at speeds up to 
4,000 pieces an hour. The machine 
can be easily set up and operated 
by any office worker. 

For more details on this folding and 
inserting unit, circle number 289 on 
the Reader Service Card. 


Desk-top electric 
collator is low priced 


A small, portable electric collator 
for gathering up to six sheets of pa- 
per has been announced by Thom- 
as Collators, Inc. 

Priced at $149.50, the compact 
machine handles 120 sheets or 20 
sets of six sheets per minute. It 
accommodates paper up to 8% by 
11 inches in size and weights from 
tissue to % inch cardboard. 

Thomas states the new electric 
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Another example of Multilith Offset versatility 


* a 


Soft way to sell hardware 


A Midwestern hardware distributor found 
his costs of order writing were going up 
at an alarming rate. 

He turned to Multilith Offset, which elim- 
inates expensive typing and retyping oper- 
ations, lets salesmen write orders directly 
on a Multilith Master. In turn, the Master 
produces all necessary records — quickly 
and with perfect accuracy. Result: savings 
of more than $1,000.00 a month. 


Cutting costs 


is our business 


SERVING SMALL BUSINESS ° 


SEPTEMBER 1958 


Multilith Offset fulfills all requirements of 
business for duplicated copies—documents, 
reports, office communications, promotional 
material, plans, drawings, and photographs. 
More than this, Multilith Offset cuts the costs 
of paperwork procedures in every phase 
of business activity by producing complete 
records from blank paper. 

Multilith Masters possess the inherent 
ability to accept complete data—with only 


one original writing—and to regenerate 
this information repeatedly with any re- 
quired additions, deletions, or substitutions. 
Only Multilith Offset does so many types 
of work so well. 

Ask the nearby Multigraph field office to 
submit a report on exactly how your busi- 
ness can profit with Multilith Offset, or write 
Addressograph-Multigraph Corporation, 
Cleveland 17, Ohio. 


© 1958 A-M Corporation # Trade- Mark 


A ddressograph-Multigraph ; 


PRODUCTION MACHINES FOR BUSINESS RECORDS” 


BIG BUSINESS 
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collator saves up to 50% of the job 
time required by hand methods. 

For more details on this collator, cir- 
cle number 283 on the Reader Serv- 
ice Card. 


Floating floors 
for flexibility 


As automation in business and in- 
dustrial procedures increases, so 
does the problem of providing facil- 
ities to accommodate data process- 
ing machine layouts and their com- 
plex electrical connections. One so- 
lution to the problem, eliminating 
the need for structural changes in 
flooring, is the floating floor, recent- 
ly marketed by Floating Floors Inc. 


INDEX THE BUSY 
ACCOUNTS VISUALLY 


A raised floor that can be installed 
on top of any type of existing floor- 
ing without permanent supporting 
structures, it offers unique flexibil- 
ity. 

The floating floor consists of steel 
frames, three feet square, into 
which four cast aluminum sections 
fit snugly. The frames are supported 
by adjustable pedestals, one pedes- 
tal under each corner of a frame, 
but supporting also the corners of 
the three adjoining frames. 

The floor can be laid or disman- 
tled almost in a matter of hours. 
The aluminum plates are simply 
lifted from their frames by suction 
cups, the frames lifted from the 
pedestals and all components 





Find with the eyes 


instead of the hands 
RECORDS INSTANTLY IN SIGHT 


If file clerks can save time, you can save money. Airline Indexing 
by Wabash makes filing and finding faster than ever before 
possible. Companies who have installed the Airline Index report 
the cost is repaid several times during the first year, in clerical la- 
bor alone. See your Wabash or Art Metal dealer or write us soon. 





Roca 





Valuable File Analysis for You 
Your local Wabash man can give Ga) 


your company a complete index- 
ing analysis. Call him today. 


AIRLINE INDEX 


WABASH FILING SUPPLIES, INC. 
382 South Wabash Street, Wabash, Indiana 
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moved to another location. Frames 
can be cut to fit around columns or 
other structural features. 

The air space beneath the float- 
ing floor serves a number of pur- 
poses. In a New York office, for in- 
stance, the floor supports a number 
of data processing machines whose 
complex connecting cables and 
power lines are concealed beneath 
it. The floor is readily adaptable to 
any function that requires extensive 
ductwork, piping or cables. Access 
to the subfloor space is available at 
any point in the floor, simply by lift- 
ing up a plate. The subfloor space 
can also serve as a_ pressurized 
plenum chamber to supply air or 
heat through registers which can 
easily be cut to fit the floor squares. 
The need for ductwork is thus 
eliminated and a radiant heating 
or cooling effect can be achieved. 

No permanent fixtures are re- 
quired to install the floors. Neither 
the pedestals, frames or aluminum 
squares are bolted or fastened in 
any way. 

The floating floor can support 
loads up to 1,000 pounds per square 
inch. 

For more data, circle number 301 
on the Reader Service Card. 


SALES 


Help in screening 
sales personnel 


After surveying 13,000 sales per- 
sonnel in nine major industries, Bu- 
reau of Personnel Research, Inc. has 
come up with a measurement tool 
for screening salesmen. 

The report presents a simplified, 
objective method of evaluating and 
selecting sales personnel. Included 
is a self-administered questionnaire. 
With it, the bureau states, an appli- 
cant may be screened in five min- 
utes. 

This sales personnel packet, priced 
at $1, may be obtained from Bureau of 


Personnel Research, Inc., 415 N. Bev- 
erly Drive, Beverly Hills, Calif. 


TRAINING 


The retired help 
train the newly hired 
The Curt Joa Co. has a unique 
way of tying in its retirement pro- 
gram with training new personnel. 
On reaching retirement age, em- 
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PUT YOURSELF IN THESE 
MANAGEMENT SITUATIONS 


How do top executives attack and solve their biggest management problems? 
Their methods are dramatically detailed in this candid, revealing new book— 


THE DECISION-MAKERS, by Richard R. Conarroe, editor of 


PROBLEMS LIKE THESE: 


i( 


LOUIS WOZAR of Tait Mfg. Co. knew 
he'd have enemies but he didn’t know 
they'd splash him with molten zinc. De- 
spite resistance, he converted his com- 
| pany from dying complacency to vi- 
brant aggressiveness, and took it to the 
top of its field. 


(© WILLIAM BURGESS of Electronic Spe- 
— cialty Co. faced a profit route that was 
1 too slow, too narrow. He pruned and 
probed, resteered the firm, applied ‘big 
business” methods of finance. Result: sales 
moved up by millions of dollars. 








MANAGEMENT METHODS magazine 


ARTHUR LEWIS of Hawaiian Airlines 
- gambled a promising future, took over 
a sputtering business that was in a nose- 
dive. Soon he had the business humming 
and had pushed the company through 
the barrier of its limited market. 


aw, CHARLES PERCY of Bell & Howell was 

i hobbled by a maze of detail, fumbled 
his biggest job—planning ahead. Then 
a new profit planning strategy was 
evolved, covering every company pro- 
gram. Sales and profits began to double 
and redouble. 














THE DECISION-MAKERS GIVES YOU PRACTICAL IDEAS 
, and methods you can apply in your own business right now. For 
In THE DECISION-MAK- 


example: how to create tomorrow’s sales now. . . how to predict 

* ERS you'll get a first-hand, and reach distant growth goals... how to build a management 
non-glamorized picture of the staff . . . how to handle public and private finance . . . how to train 
modern manager at work... a college recruit . . . how to win cooperation from your union... 
case histories showing how he how to work hard without ulcers . . . how to use management com- 
thinks and how he gets things mittees . . . how to finance an R&D program .. . how to get a new 


done. Nothing is held back; all 
behind-the-scenes facts are re- 
vealed. — the eyes of 
company presidents and others 
you'll get an intimate look at 
the methods of management 
that bring a company out on 
top. 


plant with no capital outlay. 


Together with narrative case histories, THE DECISION-MAKERS 
contains actual question-and-answer interviews with some of the 
clearest thinkers in the management arena — men like Lawrence 
Appley of the American Management Association. The book is 
based on the now famous series “Profile of a New 
Kind of Manager,” in MANAGEMENT METHODS mag- 
azine. Many of the profile case histories have been ff 
expanded; some have never before been published 


AVAILABLE IN TWO EDITIONS: 
Deluxe binding—maroon pigskin, embossed in } 
gold. Your name (or name of gift recipient) | 





PARTIAL LIST OF CONTENTS 


An interview with Lawrence A. Appley of American 





Management Association— embossed in gold eeeereessece . . , eeeeees $1 s 
HOW TO BE A PROFESSIONAL MANAGER Standard binding — blue Fabrikoid, embossed 
in silver. (Quantity discounts)........+.. $10 


Willard F. Rockwell, Jr. of Rockwell Mfg. Co. 


HOW TO GROW BIGGER BY STAYING SMALL Standard edition on 10-day free trial basis. Order your copy now. 


pasate ce ert cedeaoibnacheon chars pr themtess at ches han dye eed de apace anemia dhnsshged ele ahathacdeedh ahncortamacathmated 





Robert A. Weaver, Jr. of The Bettinger Corp. 
HOW TO MAKE A BUSINESS GROW 


James V. Carmichael of Scripto, Inc. 
HOW TO PROFIT IN FOREIGN MARKETS 


Lewis H. Glaser of Revell, Inc. 


HOW TO CONTROL A MUSHROOMING BUSINESS 


Horace D. Gilbert of Miniature Precision Bearings, Inc. 
WHY HE TURNED TO PRIVATE FINANCE 


William W. Shannon of Servomechanisms, Inc. 


HOW HE RUNS TOMORROW'S BUSINESS 


SEPTEMBER 1958 


VISION, INCORPORATED, Book Division, 100 Garfield Ave., 
New London, Conn. 


Sirs: Here’s my order for THE DECISION-MAKERS. 


pre Ee COPIES OF DELUXE EDITION _.......... COPIES 
OF STANDARD EDITION. 

MN. ss cee 20 ag caer tal aiterven ene ones oan saab ophgpesto essere: 
hg eNO i se tea SF eae CE agen ca od 
I cbs canoes peso Sonos phic abies be hes corsage nal aoa 
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Colitho Offset Plates 


for Systems Duplicating 





EAS/ER 
HANDLING 


FASTER 
PREPARATION 


GREATER 
UNIFORMITY 


... because they're pH-Controlled! 


A unique pH-control process insures the ideal chemical bal- 
ance in the coating of Colitho direct image offset paper plates 
for systems duplicating. 

pH-control coated Colitho plates are highly yersatile. 
They can be used in the first, second or third position and in 
forms which include other types of masters. They can be 
preprinted by either offset or letterpress. 

In addition to speedier make-ready and less down-time, 
pH-control coated Colitho plates deliver matchless uni- 
formity from first copy to last, from form to form. No 
wonder systems men in quest of quality and economy are 
switching to pH-control coated Colitho plates for superior 
duplicating. Columbia Ribbon and Carbon Mfg. Co., Inc., 
Glen Cove, N.Y. Columbia Ribbon and Carbon Pacific, Inc., 
Duarte, Calif. 


COLITHO DUPLICATING SUPPLIES 
Matched Colitho duplicating supplies insure maximum per- 
formance of Colitho plates. They help make every duplicator 
a better duplicator, too. 






DIRECT IMAGE 


OFFSET DUPLICATING 


PAPER PLATES 





OFFSET DUPLICATING 
PLATES AND SUPPLIES 


tae) tengned and preemes mete 
Petes eee eee en nem 





*T.M. Reg. U.S. Pat. Off. 
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(Circle number 114 for more information) 


ployees in the main plant at She- 
boygan Falls, Wis., are offered posts 
in the company’s plant at Lake 
Wales, Fla. Both plants manufacture 
the same precision equipment. In- 
dividuals who accept the transfer 
work four hours a day. One of their 
important jobs is to induct and train 
new employees. 

As new employees are hired, they 
are sent first to the Florida plant for 
a training period under the guid- 
ance of these experienced old 
hands. When ready, the “gradu- 
ates” return to Wisconsin. 

Not only does this scheme cush- 
ion the sudden shock of complete 
retirement for the oldsters, but the 
newly hired benefit from the skills 
and know-how of, and personal con- 
tact with, the mature employees. 
Added benefit: no slow-downs at 
the main production p!ant for train- 
ing newcomers. 


PROCEDURES 





Color coded vouchers 
signal record retention 


Many companies file and retain 
indefinitely large volumes of pay- 
ment vouchers. When such vouch- 
ers are analyzed, usually a large 
percentage represents payments of 
small money values. 

To cut these record storage and 
handling costs, Budget Director 
Charles T. Utt of International 
Textbook Co., Scranton, makes this 
recommendation: 

Payment vouchers for large mon- 
ies—payroll, capital expenditures, 
etc:—are all made on a special color 
stock. Then it’s easy to spot the 
big ones when transferring records 
from office areas to permanent stor- 
age. Any vouchers not color coded 
for retention are destroyed at that 
time. Mr. Utt points out that, after 
company and federal income tax 
audits are completed, it’s cheaper 
to pay any possible claims for small 
amounts than to store huge volumes 
of vouchers as proof of payment. 


MANAGEMENT TOOLS 





New management training 
filmstrips now available 


“Fundamentals of Management 
Development” is a new sound-color 
filmstrip series produced by Amer- 
ican Management Association. 

In four 20-minute parts, it gives 
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"A month never goes by that I 
; V FA S don’t get at least one practical 


idea out of MANAGEMENT METHODS." 
ALVEN S. GHERTNER, President 
Cullom & Ghertner Company 
Nashville, Tenn. 


BETWEEN 
PROFIT & LOSS ns sctoas knows it rete 


than the 50,000 top management readers of MANAGEMENT METHODS 


That’s why MANAGEMENT Metuops devotes all of its 
editorial content to practical ideas that can be used — 
right now — to solve administrative problems. It’s 

also why over 200 advertisers who have something practical 
to tell to top managers find M/M’s pages to be 
action-producing* for practical solutions to administrative 
problems. 


Management . 





. . . . . 6 ems eee eee 
* If you would like details about M/M as an advertising medium for your oo che pew a 
. Y ¢ , What do to beat the recession sel 
firm, please write to: Sales Manager, MANAGEMENT MErtuops, 22 W. Put- ~~ 


‘ How much to spend for selling ome 
nam Avenue, Greenwich, Conn. No obligation, of course. 











OXFORD PENDAFLEX: 
Hanging Folders make 
top and bottom drawer 





fi I : n ca easy | It takes a lot of digging to get at old 


style filing folders, jumbled in the 
difficult top and bottom drawers. 

But when folders are Oxford Pendaflex, 
file clerks have no trouble. 

These remarkable hanging-sliding folders 
publish their identity, and offer their con- 
tents instantly in any drawer. 

File clerks can forget follower blocks, 
two-handed opening of working space, shov- 
ing papers down into place. The time and 
ey effort saved results in lower payroll cost, 

eS 

7 












an end to most misfiling, and a records 
department geared for service rather than 
des. 

Oxford Filing Supply Company, Inc. 
Garden City, New York 





pees Aesop na teaer dapagec steer 


| OXFORD FILING SUPPLY COMPANY, INC. 
4-9 Clinton Road, Garden City, N. Y. 


, Please send free ‘File Analysis Sheet” and 
( )xfo ac l Oxford Pendaflex Catalog. 
a a 











UL. FIRST — 
poe FIRM 
iy IN FILING STREET. 
CITY ee 
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comprehensive coverage to the ob- 
jectives of management develop- 
ment—how to set up an executive 
development program, how to ap- 
praise managers realistically and 
how techniques can be tailored to 
individual attitudes and require- 
ments. 

Another AMA film kit, “Opera- 
tions Research,” is an authoritative 
three-part review of the scientific 
and analytical approach to prob- 
lem-solving. Besides the graphic 
presentation of what OR is, how it 
works, its scope and limitations dis- 
cussion guides are provided for each 
section. 

For more details on these filmstrips, 
write American Management Associa- 
tion, 1515 Broadway, New York 36. 


PRODUCTION 





Automatic tag printer 
gives production control 


An automatic production tag 
printing machine came to the res- 
cue of the Cupples Products Corp, 
of St. Louis, manufacturers of alum- 
inum doors and windows, when its 
production control system broke 
down. 

Writing and stamping tags by 
hand had lagged too far behind pro- 
duction, causing incomplete and in- 
correct orders to be shipped. 

The company redesigned its tags 
and obtained a Dial-Set printer, 
made by Dennison Manufacturing 
Co., that could turn out up to 165 
imprints per minute. The machine 
was put into operation in the plant 
office, stamping out production tags 
from orders. Tags are imprinted for 
each unit manufactured, and each 
component of an order is numbered 
serially to eliminate incorrect ship- 
ments. When Cupples ‘receives an 
order for doors and windows for a 
new building, it marks each piece 
with a special identifying number 
to make installation easier for the 
contractor. 

By dividing production tags into 
separated stubs, all of which are im- 
printed automatically by Dial-Set, 
Cupples is able to use the tags to 
control production, shipment and 
inventory, for re-order purposes, as 
a customer control device, for prod- 
uct identification, and to contain in- 
struction for use. 

For a copy of a booklet describing 
the varied uses of Dial-Set, circle num- 
ber 300 on the Reader Service Card. 
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pew eww ema tam The excellent performance of IBM Punched Cards 
Seageeeee Mee MET |< constantly guarded by a quality control program 
without parallel in the industry. Behind these 
) controls is an endless pattern of IBM Research 
plus the know-how gained during more than 
forty years of manufacturing experience. Result: 
: 























Production techniques that are models of pre- 
cision-engineering. « When you insist on IBM 
Supplies, you benefit in every way from preci- 
sion-engineered products—specifically designed 
to insure accurate and reliable data processing. 





SUPPLIES © DATA PROCESSING © ELECTRIC TYPEWRITERS © TIME EQUIPMENT 


SUPPLIES 














partners in precision 
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Steere 


lron-Grip® 


Steel Shelving 


with the exclusive stud 


Exclusive steel stud permits 60% faster 
shelf adjustment on 11/4” centers without 
nuts, bolts or tools. The more you load 
the shelf the tighter it grips, yet shelf 
may be moved easily. 


f) 


I; 


Equipto Iron-Grip Shelving is immedi- 
ately available from stock in all sizes, 
either open or closed, with or without 
dividers, bin fronts, drawers or label 
holders. Write for complete reference 
manual No. 485. 


Stud eliminates clips, 
nuts, bolts and tools 


A slope in the keyhole 
joins with the taper on 
the stud to form the tight- 
est and strongest of grips. 
An exclusive Equipto 
feature. 














615 Prairie Avenue 
Aurora, Illinois 


Manufacturer of World's Finest 
Stee! Shelving-Slotted Angle -Bins-Drawer Units-Lockers-Carts-Benches. 
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VEEDER=-ROOT 


with Veeder-Root 


Razer tO OS. 
VARY-TALLY 
Rejects . . . inventories . . . sales by items... sizes... 
colors ... work-assignments... prices ... whenever you 


need to keep accurate count of details that would other- 
wise be tallied by hand . . . get Veeder-Root’s VARY- 
TALLY, the multiple-unit reset counter that counts 
everything countable. 

Arranged compactly on stands in tiers, Vary-Tally 
® can be supplied in almost any combination or 
gp, numbers of counters, right down to single units. 
Write for prices. Veeder-Root Incorporated, 
Hartford 2, Connecticut. 







“The Name that Counts” 
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Fiow to use 


real estate 
for tax saving 


THE BOOK 


TAX SHELTER IN REAL ESTATE, by William j. Casey. 
Institute for Business Planning, Inc., 2 W. 13th St., 
New York 11. 1957. 203 pp. $12.50. 


For the tax-conscious businessman, real estate represents 
a legitimate means of reaching a variety of financial ends. 
In his book on the subject, William Casey details specific 
ways to tailor the use of real estate to specific tax problems. 
The book covers the tax aspects of real estate both from 
the corporate point of view and from the point of view of 
the individual seeking to strengthen his investments, plan 
his estate, and so on. Here is a condensed version of Mr. 
Casey’s introductory chapter. 


uum Krom the tax and financial stand- 
point, real estate is a highly flexible and versatile 
asset. Let’s consider the best way to utilize it. 


1. Real estate can be purchased or rented, sold or 
leased, with different tax results. It can be divided into 
different types of fees, leasehold and mortgage invest- 
ments, each tailored to the tax position of its owner. 

2. If sold at a loss, it may be fully deductible. 

3. When sold at a profit, the gain may be qualified 
for a favorable capital gains treatment. 

4. When leased, the cost of occupancy can be 
charged off fully. 

5. A properly arranged security deposit isn’t taxed 
until the end of the lease. 

6. When owned, much of the cost of the investment 
can be recovered tax-free by depreciation deductions 
which, on buildings completed since 1954, can be 
taken at a rate which recovers much of the cost in 
the first half of the life of the building. This reduces 
the size of the investment, and steps up the yield 
which a real estate investment can show. 

7. Ownership can be financed in a way that gives 
the owner depreciation charges on the mortgagee’s 
investment, increasing his equity with tax-free funds. 

8. The cost of land can be made tax deductible by 
a sale followed by leaseback for a long period. The 


MANAGEMENT METHODS 








inve 
thro 
9. 
proy 
the 
1¢ 
tere: 
11 
the 
. expe 
12 
ever 
own 
Whe 
cum 
sona 
builc 
the | 
13 
by « 
ferre 
exec 
pure 
price 
14. 
to cl 
that 
insta 
15. 
gettil 
of ga 
oblig 
estat 
16. 
in ve 
be h 
by 2 
out ¢ 
thus 
of gr 
may 
that 1 
of on 
and | 


Flexi 


As 
other 
izatio 
the e 
whicl 
defer 

An 
apart 
free ; 
this ] 
store, 
of 30 
tion— 
on th 

Let 
loss c 
$10,01 
ring 1 
him t 


SEPTEM 








investment in the building is recovered tax-free 
through depreciation charges. 

9. The owner of real estate may be able to get his 
property improved tax-free by having his tenant make 
the improvements. 

10. The owner can elect to deduct or capitalize in- 
terest and taxes paid to carry unimproved property. 

11. The owner of real estate can sometimes build up 
the value of his holdings by tax-deductible repair 


. expenditures. 


12. The ownership of real estate can be held in what- 
ever entity—partnership, corporation, trust or personal 
ownership—will best protect the income from tax. 
When held in corporate ownership, income can ac- 
cumulate at lower tax rates than might apply if per- 
sonally owned. The tax savings can be applied to 
build up equity and future capital gain by improving 
the property and paying off mortgages. 

13. Tax on the sale of real estate may be postponed 
by electing the installment methods of sale, a de- 
ferred payment sale, or by using option agreements, 
executory contracts, conditional contracts, leases with 
purchase options, escrow arrangements and contingent 
price arrangements. 

14. Even after an installment sale, you may be able 
to change your mind to have the gain tax earlier, if 
that should prove to be desirable, by disposing of the 
installment obligations. 

15. On the sale of real estate, there are methods of 
getting cash in advance, yet deferring the taxability 
of gain. One way is by borrowing on the installment 
obligations obtained on an installment sale of real 
estate, giving the installment notes as collateral. 

16. Real estate held for investment can be built up 
in value and traded tax-free for other real estate to 
be held for investment. 

17. Rental income may be used to take a company 
out of the personal holding company category and 
thus avoid penalty tax. Provided rents make up 50% 
of gross income, securities yielding dividend income 
may be placed in a corporation owning real estate so 
that the dividend income can be used after a tax rate 
of only 4.5 to 7.8%, to pay off mortgages on real estate 
and build up future capital gain. 


Flexibility in real estate trading 

As stated above, real estate may be swapped for 
other income-producing real estate without the real- 
ization of gain. We can go beyond this to calculate 
the exact portion of unrealized gain on real estate 
which will be most beneficial to take currently and 
defer the balance. Here’s one way this can be done: 

An investor, not a dealer in real property, owns an 
apartment building with a cost basis of $30,000. It’s 
free and clear and now worth $50,000. He can trade 
this property for another apartment building, for a 
store, for vacant land, for a farm, for a long term lease 
of 30 years or more, for rental houses, for a gas sta- 
tion—any of which is worth $50,000—and pay no tax 
on the exchange. 

Let’s say he’s taking a $10,000 long .term capital 
loss on some securities he owns. He'd like to realize 
$10,000 of gain on the apartment transaction, defer- 
ring the balance until a later date. This will permit 
him to step up the basis of his real estate holdings 
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No more seating fatigue with 


RASTETTER Chairs that Fold 


How important is seating comfort in your conference 
rooms and offices? One executive said, “The mind can 
absorb only as much as the seat can endure.” The seat 
cushions of all Solid Kumfort Chairs that Fold are com- 
fortably upholstered to reduce seating fatigue. And you 
can choose from 21 tastefully designed models in five 
finishes for wood and two metallic finishes for magnesium 
chairs. Seventeen attractive leatherette colors. 

The famous steel Hinge and Brace construction 
makes Rastetter Chairs far stronger 
than conventional chairs of equal 
weight. Rastetter Chairs fold flat with 
one simple motion, yet when open do 
not look like folding chairs. Extra 
chairs store compactly; all are easily 
moved. For seating comfort, choose 


Solid Kumfort Folding Chairs. 
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Model 481 
Wood and Magnesium Chairs by Magnesium 


LOUIS RASTETTER & SONS CO. 


1344 Wall Street © Fort Wayne, Indiana @ Fine Furniture that Folds 
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It’s the original iso- 
lation booth — Hear 
well, be heard well, 
in the noisiest places. 











Write for 
Bulletin A-142-2Y 








Architectural Products Division 


5970 Northwest Highway, Chicago 31, Ill. 
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and increase his future depreciation deductions, with- 
out paying any tax. 

Here are the kind of things he can do: 
® He can place a $10,000 mortgage on the apartment, 
keep the cash and trade the apartment for another 
piece of real estate worth $40,000. 
® He can trade the apartment for other real estate 
worth $40,000 and receive $10,000 in cash from the 
other party. 
® He can place a $10,000 mortgage on the property 
and exchange it for other property worth $40,000 or 
more, paying cash to the other party for the differ- 
ence between his equity and that of the other party. 


Some cases of tax saving 

In dealing with the impact of the tax structure on 
real estate investments, we are fundamentally con- 
cerned with how values and sales prices are modified 
by tax planning or by considerations arising out of the 
impact of taxes on buyer and seller. Writing in the 
Appraisal Journal of April and July, 1954, Account- 
ants Charles Considine and John O'Bryan analyze 
what they call the appraiser’s dilemma, which is the 
appraisers problem in determining whether he is deal- 
ing with fair market value or a controlled income 
tax value in considering comparative sales prices. 

‘their case histories provide some of the best exam- 
ples of how tax factors affect real estate values and 
the price at which real estate is traded. We summarize 
them here with a few of our own. 
Case 1. An individual had lost $50,000 in operating 
a manufacturing firm during a bad year. The build- 


ing which housed his factory was on his books at 
$27,000. He couldn't use the $50,000 loss as a carry 
back because he had had some $110,000 worth of long- 
term capital gains in 1951 which eliminated his 
chances of getting a carry-back refund. Any losses 
carried back must be applied against real income and 
not merely against taxable income. 

The $110,000 was halved on his return because he 
had had other losses in 1951, and long-term capital 
gains are only half taxable when the taxpayer is in 
less than the 50% tax bracket. When the eliminated 
half was added back to his return, it would more than 
compensate for the $50,000 carry-back loss. This 
would result in wasting the operating loss. 

Confronted by this situation, the building was sold 
to a corporation for $127,000. The $100,000 gain was 
one-half taxable under the revenue act then in force. 
This offset the $50,000 operating loss. The corporation 
would depreciate the $127,000 against ordinary in- 
come in subsequent years. 

The same thing could be done under present law 
provided the sale is not to a controlled corporation, 
in which event the $100,000 gain would be fully tax- 
able because it would constitute ordinary income 
rather than capital gain. 

Case 2. An individual’s earning for the year would 
be $190,000. However, he had re-invested most of 
these earnings in his business and didn’t have the 
cash with which to pay his income taxes. He personally 
owned the office building which housed his firm, hav- 
ing purchased it 10 years previously for $160,000. 
He thought it was worth $80,000 but when a real 
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Save time, money! Ship your displaygvia 


LEFT: RCA-Whirlpool Mira- 
cle Kitchen, sent city to city by 
North American Van, arrives 
okay, right on schedule. 


RIGHT: North American 
movers load van for new 
Whirlpool show. Careful pad- 
ding protects items for safe 
delivery. 














“America on the Go” 
Hear Alex Dreier’s 
Salutes to Industry— 

Every Sunday Evening, 

6:05 P.M. New York Time 
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estate broker brought him an offer of $50,000 for the 
building he sold at that figure even though he felt 
he might get $80,000 by holding off for a while. The 
opportunity to relieve his cash situation by charging 
the loss based on a $50,000 sales price against the 
high income which he knew he had to report for that 
year more than offset the prospect of getting an addi- 
tional $30,000 by waiting another year. 

Figure 1 shows how the tax savings resulting from 
this sale improved his cash position and justified his 
letting the property go at a figure less than he thought 
it worth. 

Case 3. An individual owned three apartment houses 
which he was willing to sell for much less than they 
had cost him because the neighborhood had declined. 
He was offered a good house and a block of readily 
salable lots in exchange for the apartment houses. 

The deal was a taxable exchange to the extent of 
the house. Therefore the smallest apartment was 
traded for the house and a valuation of $20,000 as- 
signed to the house. There was no gain on this transac- 
tion. In another transaction, the other two apartments 
were traded for the block of lots in a tax-free transac- 
tion. 

Case 4. An individual owned a tract of land which 
he had purchased for $10,000. He was in the 60% tax 
bracket and figured that he could cut the tract into 
10 lots and sell each of them for $2,000 to realize a 
profit of $10,000. His tax adviser told him that if he 
subdivided the tract and sold the 10 lots, he would 
probably be considered a dealer in real property, and 
his $10, 000 gain would be taxable as ordinary income. 





ORIGINAL SITUATION 


VSS? Po 4s's.0 od ord Rada ae Bee $190,000 
wt fk... SREP Te Ce 95,000 
Fe, 'S beck a Ge AGs Re wcas cee 0 oe Cen 63,446 
Total tax for husband and wife 
oN |) eer ere eee ee 126,892 
AvGRGDIG 16 pay 10K 6. ccc cet cecscen's 10,000 
AFTER SALE 


Income minus loss ($190,000 


GE EO? pores es eka es cd eueds $80,000 
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Total tax for husband and wife 

a sie teas ease echas 40,112 
ROR EE TE i ilie ccd seek sides 60,000* * 


*The cost minus the price: $160,000 
minus $50,000, or $110,000 


**$10,000 plus $50,000 for building. 
Figure 1 





This would cut his net gain from $10,000 down to 
$4,000. 

As a result, he accepted an offer of $18,500 for the 
entire tract. In this transaction, while his total gain 
was reduced from $10,000 to $8,500, the tax liability 
on the gain was cut from the possible $6,000 down to 
$2,125. This left him with a net profit of $6,375, or 
$2,375 more than he would have | been ahead by cut- 
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Oy Eliminates costly crating and uncrating. 


WZ On-time delivery; fastest service anywhere. 


WJ Liberal pads, covers—100% protection. 
%\/ Door-to-door service; no delay. 


VW Frees your personnel for customer contacts. 
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‘ RELOCATED OFFICES AND LABORATORIES 


Let us ship your exhibit to 
National Instrument Exposition 


(See us at Booth No. 911) 
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UNCRATED! 


DOUBLE-CHECK THESE ADVANTAGES: 


Philadelphia Convention Hall—Sept. 15-19 





Phone Your North American Van Lines Agent Now. 
He’s listed in the Yellow Pages under ‘“‘Movers.” Or 
send coupon below for details of Exhibit Display 
Moving, other North American specialized industrial 
services, and ‘‘Wife-Approved”’ moves for transferred 
personnel. North American Van Lines, Inc., World 
Headquarters, Fort Wayne, Ind. North American 
Van Lines Canada, Ltd., Pickering, Ont. 







North American Van Lines, Inc. 
World Headquarters, Dept. MM-98, Ft. Wayne 1, Ind. 
Without obligation send report on Impact-0-Graph tests and 
these booklets: 

O Exhibit Displays 

O Transferred Personnel 


O High-Value Products 
O New Products Service 
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SYSTEMS 
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Sponsored for the 
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Aigmont the office supply buyer says... 


"an index divider 
that lasts 


3 times 





Aigmont’s excited about AICO’s 
Rip-Proof Loose Leaf indexes. They 
won’t wear, tear or pull through at holes. 
Ideal for use in ring books post and 
ledger binders and memo books. 





Binding edges are reinforced with 
MYLAR * plastic. It is stronger than 
other reinforcing, less bulky... and 
costs less! 


In all stock sizes and made-to-order. 
Choice of a wide variety of index tabs 
and colors. 


AVAILABLE AT YOUR STATIONERS 
or write for samples and prices 








426 S. Clinton St. 

Chicago 7, lilinois 

* DuPont's 27) Trade 
Mark for its polyester film. 


Rochelle, Illinois; 
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G. J. AIGNER CO. 


Plants in Chicago; 


New York and Calif. 


ting the parcel into lots and getting the higher price. 

Case 5. A wealthy cattle feeder needed a grain ele- 
vator for his business. There were two elevators avail- 
able in his area. One was 15 years old but in good 
repair. The other was only a few months old, approxi- 
mately the same size, but much more expensive. The 
old elevator seemed to be a better buy until the cat- 
tle feeder was advised that the builder of the new 
elevator had obtained a certificate of emergency 
amortization. Since the new elevator could be charged 
off over a five year period, it was purchased at the 
higher price. 

Case 6. A married man with an income which 
brought him into a 48% tax bracket, owned land on a 
busy corner. An oil company offered him two proposi- 
tions for a 10 year lease of the property. One was to 
lease the land for $600 a month if he would build a 
service station at a cost of $20,000. The other was 
an offer to lease the land for $400 a month to the oil 
company which would then build the service station 
itself. The building would be depreciable over 20 
years. Figure 2, a comparison of the after-tax results 
of the two propositions, shows why the land was 
leased for the lower amount. 





$600 per month 





SS 2 See ee Perera eer ee $7,200 
oo eee eee ee ee eee 1,000 
Net $6,200 

eG PTE eee eee et 3,086 
Net $3,114 

$400 per month 

gd 8 ee eee ee eee wer ee $4,800 
Interest income from $20,000 tax-free Municipals 600 
Building acquired at end of lease worth $10,000 1,000 
$6,400 

Income tax on $4,800 @ 48% ............... 2,304 
Net $4,096 


Figure 2 





Case 7. A man owned property with an adjusted 
basis of $20,000 and a fair market value of $8,000. An- 
other individual was asking $8,000 for a building he 
owned. If the first property was sold the owner would 
have a loss of $12,000. Since he could not use that 
loss against taxable income currently, he exchanged 
his property for the building worth $8,000. This gave 
him his high depreciation deductions over the life of 
the newly acquired property. 

Case 8. Jones owned an office building which he had 
held for some time and which had been substantially 
depreciated. He was offered $500,000 for the build- 
ing but rejected the offer when he found how much 
he would have to pay in capital gains tax. The offer 
was made by a well rated listed corporation which 
wanted the building. Mr. Jones accepted a long-term 
lease commitment from this corporation and on the 
basis of the lease was able to get tax-free cash by 
mortgaging the building with the assurance that the 
rentals coming in over a period of time would pay 
back the money. End 
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switchboard 
jammed by inside 
calls can cost you 
business. 


It means your cus- 
tomers can’t reach you when they call 
—and many times they won’t bother 
to wait. 


What you need is a P-A-X business 
telephone system. P-A-X is your own 
private dial telephone system for calls 
within your organization. It is fully 
automatic — entirely independent of 
your switchboard. Relieves your pres- 
ent board of inside calls—free to handle 


Are you losing business 
with “busy” signals? 


outside calls swiftly and efficiently. 


Moneysaving advantages 


P-A-X saves time. Employees dial their 
calls instead of walking to other offices. 
Executives get action. Customers 
phoning in get you the first time they 
call! 


There are no rental charges “s P-A-X. 
You own the system. And it soon pays 
for itself. 


We'll be glad to send you an interest- 
ing case history brochure that tells 
how P-A-X is saving important money 
for a business like yours. Mail the 
coupon today! 





BUSINESS TELEPHONE 
SYSTEMS 


Automatic Electric Sales Corp. 
Northlake, Illinois 


| 

| 

| 

| 

| () Send me information on P-A-X 
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This Baltimore Business Form 
- Order, Invoice, Delivery System— 
in One Compact Salesbook! 


Your salesman writes order, invoice, 
delivery receipt, accounts receivable and 
auditing copies ... a// at one time. You 
get many of the laborsaving advantages 
of automation with none of the expense. 


Bound into easy-to-handle books, 
with pre-inserted one-time carbons, 
salesman merely writes order and all 
necessary copies are done! For positive 
accounting control, you can have your 
choice of regular consecutive numbering 
or combined book and check numbers. 
Either way, the combination of one-time 
carbons, convenient book binding, and 
precise numbering saves you time and 
mney. 


Many other time & money savers available 
New forms are being designed every day 
by Baltimore Business Forms “System 
Planners.” Take advantage of their 
experience. Have your Baltimore Busi- 
ness Forms Representative check your 
operation for new cost-cutting methods, 
through better business forms planning. 
Call or write for FREE samples 
Free samples and recommendations are 
yours on request, no obligation. Look 
in the Yellow Pages under “Business 
Forms” or “Sales Books,” or write 
direct to: THE BALTIMORE BUSINESS 
Forms ComPANY, 3142 Frederick Ave., 
Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 





Saving time and reducing costs in business and industry 
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Business 
electronics 


Low cost punched card 
line announced by IBM 





A new low cost line of IBM 
punched card equipment, Ser- 
ies 50, can now be rented o: 
purchased with considerable 
savings over the previous mini- 
mum cost for such machines. 

This basic system can be in- 
stalled for as little as $270 a 
month. It includes a sorter and 
an accounting machine, as well 
as a standard IBM 24 key punch. 

An expanded system that pro- 
vides completely automatic cal- 
culation, reproducing and sum- 
mary punching can also be 
bought or rented under the Ser- 
ies 50 plan with proportionate 
dollar savings. 

The new machines are re-en- 
gineered versions of standard 
IBM models. Although their 
processing rates are reduced, all 
other features and functions are 
retained to meet the demands of 
most businesses. In addition, a 
growing company can expand 
the Series 50 line to larger 
punched card equipment with 
no conversion problems. 

For more data, circle number 
285 on the Reader Service Card. 


A new type of punched card 
reading device has been devel- 
oped by Uptime Corp. Known 
as the Speedreader, its principal 
uses are to deliver data to elec- 
tronic computers and to convert 
large files of punched card in- 
formation to magnetic tape. 

It achieves the high reading 
rate of 2,000 cards per minute by 


New machine reads 
2,000 cards a minute 
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DoS a eACTS, STATEMENTS. EI tirely new copymaker that makes copies in 
EVERY DAY! less than half the time of any other all-purpose 
copying machine. It is so simple to operate— 
anyone is an expert the first time he uses it. 
The Apeco Uni-Matic Auto-Stat copies any 
original—any color—on opaque or transparent 
LESS THAN °3”° per week paper— printed on one or both sides. It offers 
can -put the Apeco peut ' hundreds of time and money-saving uses for 
MATIC in your office w! every business at a price within the budget of 


Apeco's new lease oF in- 
stallment purchase plan. the smallest firm. 


So low-cost! 


American Photocopy Equipment Co. 
Printed in U.S.A 2100 W. Dempster Street, Evanston, lil. 


Send for New Free Boor 


he 
Tear out ang a 


postage-paid reply card 
SEND FOR NEW FREE BOOK 
No matter what copying method you now use, you will 
be interested in knowing how the exciting new Apeco 
Uni-Matic Auto-Stat can save you time and money. 
American Photocopy Equipment Co. 
2100 W. Dempster St., Evanston, Ill. 
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_— APECO copies are 
error-proof, legally acceptable, 


just like the original! 


Apeco Uni-Matic Auto-Stat pro- 
duces copies that look exactly like 
the original. Whites are copied white 
— blacks are copied black—and mid. 
dle tones in grays of matching in- 
tensity. It makes clear sharp copies 
of anything—copies that will last 
indefinitely —copies that you will be 
proud to send out as representative 
of your firm. Find out about this 
sensational new machine today. 
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ane send for free book 
It shows, in detail, the many 
money and time-saving appl 
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substituting the photoelectric 
principle for the electrical brush 
contacts used in conventional 
card readers. Movement of the 
card itself times the reading of 
the 12 rows of punches, since thr 
leading edge of the card act .- 
ates a series of 12 tiny photoelec- 
tric cells. The card feed mech- 
anism is simple. Its vertical con- 
struction provides a gravity-as- 
sist for high speed while still 
keeping the card positively con- 
trolled throughout its travel. 

The Speedreader 2,000 is now 
in production and is available 
with or without electronic cir- 
cuitry and buffer storage for 
computer compatibility. 

For more data, circle number 
294 on the Reader Service Card. 


F Portable input device 
is easy to operate 


A new desk-top card punch 
machine, as easy to use as a 
check writer and offering effi- 
ciency in data processing, is in- 
troduced by Taller & Cooper, 
Inc. 

Named “Mek-a-Punch,” the 
portable, simple-to-operate de- 
vice is designed for use where 
keypunch equipment is unavail- 
able, or where volume of punch- 
ing does not justify the expense 
of keypunch machines and 
skilled operators. As an auxiliary 
machine in data processing de- 
partments, the Mek-a-Punch is 
suitable for adding data to al- 
ready coded cards, or for re- 





Lightweight, mechanical card punch is 
made in six, 12, or 18-lever models. 


placing damaged cards without 
interfering with keypunch oper- 
ations. 

The unit allows for direct cod- 
ing onto cards of information in 
the field, eliminating depend- 
ence upon written or oral re- 
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ports to transmit data from a re- 
mote location to a central data 
handling office. 

Weighing only 10 pounds and 
measuring just 10 inches long, 
the machine is available in mod- 
els to accept either 80-column 
IBM-type or 90-column Reming- 
ton Rand type tabulating cards. 

For more data, circle number 
291 on the Reader Service Card. 


(A New electronic counter 
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Of course! Many companies have been doing it 
for years, using The Traveletter® System. Shock- 
ing, isn’t it? Crazy idea! Maybe, so — to old- 
fashioned management — but modern manage- 
ment has found out differently. 


The Traveletter System is an established system 
that has provided sound control of travel ex- 
penses for 62 years for many of America’s 
largest companies . . . who recognize the ad- 
vantages of The Traveletter System over ordinary 


*"Traveletter” Reg. U.S. Pat. Off. 


ing electronic counter, can auto- 
matically control any industrial 
process involving high speed 
counting. Manufactured by Stan- 
dard Instrument Corp., the new 
unit controls batching, materials 
handling, packaging and unit 
flow at speeds higher than 100 a 
second. 

Individual plug-in decades 
simplify maintenance and _per- 
mit expansion from a two-dec- 
ade to a three-or four-decade 
counter with no wiring change. 
Power supply is also a plug-in 
unit. Counting capacity of a 
four-decade Tally-count, used as 
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home office methods of handling travel expenses. 


Besides controlling expenses here’s what The 

Traveletter System does: 

1. Materially reduces the cost of reimbursement 
procedure. 

2. Eliminates cash advances. 

3. Simplifies banking procedures. 


4. Aids Sales Department in processing expense 
reports. 


5. Assists traveler in authenticating expenses as fe- 
quired by the LRS. tax ruling. 


Traveletter’ 


The Modern System for handling 
Sales Expenses... Since 1894 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


e GREENWICH 4, CONNECTICUT 
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BUSINESS COURSE 








ELECTRONIC COMPUTERS 
ARE HERE 


Learn to apply them 

Electronic Computers require new 
systems and procedures. 

Electronic Computers require a new 
look at established practices. 
Electronic Computers require trained 
personnel at all levels. 

Electronic Computer programming and 
applications can be studied on the job 
or at home with a 

HOME STUDY COURSE 

designed for 

inexperienced people, developed by 
Business Computer Experts. 


vvv vv 


A practical Workshop Approach. 
Write for Free Brochures: 


BUSINESS ELECTRONICS 
INC. 


Educational Div. 


420 MARKET STREET 
SAN FRANCISCO, CALIF. 
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BOARDMASTER VISUAL CONTROL 


vy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

vx Simple to operate—Type or Write on Cards, 
Snap in Grooves 

vx Ideal for Production, Traffic, Inventory, Sched- 
uling, Sales, Etc. 

s& Made of Metal Compact and Attractive. Over 
250,000 in Use 


Full price $4gs5o with cards 
24-PAGE BOOKLET NO. M-100 


| FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street @ New York 36, N. Y. 
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can increase 
your present filing 
Capacity by almost 


200%! 


America’s First and Foremost Shelf Filing System with — 


more 

FILING CAPACITY— 
Visi-Shelf units are 
available with from 
7 to 10 Openings 
High (or up to the 
ceiling if desired !) 


more 


RECORD PROTEC- 
TION — Patented, 
light weight Doors 
available on all 
Visi-Shelf units! 


OVER 4,000 VISI-SHELF 
INSTALLATIONS IN ALL 
PHASES OF AMERICAN 
BUSINESS SINCE ITS 
INTRODUCTION A 

FEW YEARS AGO! 





more 

FILING PRODUC- 
TION — Visi-Shelf’s 
exclusive 
Guide Pull’ pro- 
vides more accur- 
ate filing; quicker 
reference! 


Write today for free 
catalog and name of 
nearest dealer. 


“Facile 





VISI-SHELF FILE, INC. 225 Broadway, Dept. G-9 New York 7, N. Y. 
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a pre-determining counter, is 
10,000. As a totalizing counter, 
with four decades and four-di- 
| git mechanical register, count- 
| ing capacity is one million. 
When pre-set’ = count iis 
reached, the unit closes relay 
contacts to operate any external 
device or mechanical register. It 
will simultaneously re-set to 
| zero and repeat its counting 
| function indefinitely without loss 
of count. 
The price of a three-decade 
| Tally-Count is $295. Individual 
| decades cost $50 and the elec- 
tro-mechanical register is $18. 
For further details, circle num- 
ver 284 on the Reader Service 
Card. 


Converter features 
plugboard control 


A versatile, low cost plug- 
board programmed tape-to-card 
converter, the C749, has been 
announced by Systematics, Inc. 
Priced at $2,800, the new device 
has a removable plugboard that 
controls automatic card punch- 
ing. 

It is equipped with 10 selec- 
tors, 10 distributors and func- 
tional controls for every con- 
verter operation. A plug-in ma- 
trix board permits converting 








controls card 


Program  plugboard 
punching with speed and reliability. 


five, six, seven or eight-channel 
numeric with special function 
codes, or eight-channel alphanu- 
meric. When tapes are not being 
converted, the card punch may 
be used for normal manual key 
punching. 

For more data, circle number 
290 on the Reader Service Card. 
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Teleprinted Communications...on the double! 


The Kleinschmidt teletypewriter set sends teleprinted messages 
from tape at speeds up to 100 words per minute. 

AT THE SAME TIME, on the same unit, the operator perforates and 
prints other messages for transmission. 


Day after day, Kleinschmidt teletypewriters and 
related equipment at U. S. Army Communication 
Centers receive and transmit thousands of 
teleprinted messages. This tremendous communi- 
cations traffic, accelerated by multiple-function 
Kleinschmidt equipment, developed in cooperation 
with the U. S. Army Signal Corps, flows smoothly 
and precisely. Both sender and recipient receive 


a teleprinted original, identical in every respect. 

Since the century began, the Kleinschmidt 
name has been associated with every major devel- 
opment in teleprinted communications. Now a 
member of the Smith-Corona family, Kleinschmidt 
looks ahead to new attainments in broadening 
the field of electronic communications for busi- 
ness and industry. 


KLEINSCHMIDI 


KLEINSCHMIDT LABORATORIES, INC., DEERFIELD, ILLINOIS 


Pioneer in teleprinted communications equipment e A subsidiary of Smith-Corona Inc 


(Circle number 136 for more information) 
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WHERE HE WORKS 


A three-in-one 





THE MAN 


Walter Dorwin Teague, Walter Dorwin Teague Associates, New York 








The natural wood grains of mahogany paneling and walnut furniture provide a degree of pattern in this three-in-one 
executive office. The charcoal grey and white vinyl tile floor accents the conference area, while throughout the room 
sharp colors of green, gold, cherry, turquoise and blue are used to upholster chairs and sofa. 
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umes Many 8 execu- 
tives are turning to a three-in- 
one approach to their offices—an 
approach exemplified in the of- 
fice designed by and for Walter 
Dorwin Teague, sometimes 
called the dean of industrial de- 
signers. 

The office contains formal con- 
ference area, informal discussion 
area, and personal working desk 
space, all combined. 


Incorporated in the design are 
the use of soft lighting, brilliant 
colors, and functional yet com- 
fortable furniture designed by 
Mr. Teague himself. 

Division of the office into three 
separate areas is accomplished 
through the adroit use of color, 
plus the floor treatment. 

Conference area. In the work- 
manlike conference area, for ex- 
ample, the floor is a sharp pat- 
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executive office 


tern of large charcoal grey and 
white viny] tiles. The wall is cov- 
ered with cork tile in shades of 
brown, providing space for tem- 
porary display of working draw- 
ings and photos. The table and 
armchairs are of walnut with 
leather upholstery in turquoise, 
blue, gold, green and cherry. A 
drawer unit for plans is finished 
in gold enamel. 

In many companies conference 
rooms are used as part of exec- 
utive offices, not only as space- 
savers, but as executive time- 
savers too. 

Discussion area. The design 
key in the more relaxed discus- 








- ienegl tage ld Mahogany paneling and a soft curtain fabric set the mood for the in- 
sion area is the gold carpeting. formal conversation area. Simple lines of the gold sofa and blue tweed 


Against a mahogany paneled chairs are offset by the intricate modern painting (executed by Mr. 
wall, a gold sofa is flanked by Teague’s son, Lewis). 


two tub chairs upholstered in a 
blue tweed fabric. A marble slab 
rests on a brass box framework. 

Desk area. Mr. Teague’s desk 
is large without presenting a 
massive appearance. The slim 
legs are separated from the 
drawer unit by short diagonal 
braces, giving an optical design 
illusion. The swivel chair is blue 
leather; the pull-up guest chairs 
are red leather. 

While the floor treatment acts 
as a space divider, the wall treat- 
ment provides a visual link be- 
tween the three areas of the of- 
fice. Two entire walls are of 
glass; a soft cross-weave fabric 
serves to curtain the windows 
and, at the same time, acts as a 
light filter. The acoustical tile 
ceiling is punctuated by large 
square lighting units which fur- 





The sharp lines of squares are used in the charcoal grey and white 
vinyl floor and again on the cork wall in this conference corner of the 
office. An easel display rack for pictures hangs on the wall which is used 
for temporary pin-up showings of working drawings. The gold enamel 
ther diffuse the light over the en- drawer unit and the turquoise, blue, green, gold and cherry leather 
tire area. End armchairs provide the color accents. 
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Offices that never show their age 
have movable HAUSERMAN wall systems 


This office will still look youthful . . . and continue to be useful . . . years 
from now. It’s created from the new Movable HAUSERMAN “HP” Wall System. 

The trim. simplicity of ““HP” design is the key to its striking, modern look. 
And the cost of this new wall system is amazingly low. It opens a wide range 
of possibilities for use in executive offices as well as in production areas. 
Where appearance is important, “HP” offers a broad selection of decorator 
colors in permanent, washable finishes. And where flexible space division is 
the primary consideration, ““HP” can be removed, rearranged and reused. 

Ask your local HAUSERMAN representative for additional information on 
“HP” Walls and other movable wall systems in the HAUSERMAN complete 
line. He is listed in the Yellow Pages under PARTITIONS. 
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Facts about OR 
(Continued from page 41) 


tools of OR are also derived from 
physics, economics, social psychol- 
ogy, historical trend analysis, etc. 


Does an executive who has 
neither mathematical nor tech- 
nical training have any way in 
which to evaluate the expecta- 
tions of an OR solution? 

In theory, no. But in practice he 
has one safeguard; namely, to eval- 
uate the assumptions very carefully 
in the light of his own experience 
and judgment. 

Most OR men work from a math- 
ematical model. The mathematical 
model is not reality; it is construct- 
ed of numerous assumptions vary- 
ing in their realism. 

The OR man must exercise a 
great amount of caution lest he 


become so immersed and intrigued 
with the elegance of the mathemat- 
ics involved that he loses sight of 
the fact that the assumptions are so 
numerous and unrealistic that the 
“solution” produced, however per- 
fect its mathematical concept, is 
virtually valueless from the stand- 
point of its practical application. 


What is an OR team? 

Rarely is an OR solution devel- 
oped by one person. The solution 
is almost always the result of the 
joint effort of a number of persons 
representing different talents, disci- 
plines, and experiences. This group 
is known as the OR team. 

A typical OR team consists of a 
mathematician, a statistician, an en- 
gineer, a methods man, and a com- 
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Chart-Pak 


THE EASIER, BETTER WAY TO 
ARTS AND GRAPHS 





Save draftsmen’s time — Chart-Pak pressure- 
sensitive tapes, precision printed with com- 
monly used bars, lines, patterns and shapes, 
save hours of pen-and-ink drudgery. 

2 Ss oe ST 
| (Tape No. 6223 1/16”) 


Better charts, quicker — Even unskilled per- 
sonnel can, with very little practice, turn out 
really professional-looking charts. 


(Tape No. 3107 1/32”) 


Facilitate changes — No messy erasing and 
re-drawing . . . just lift Chart-Pak Tape and 
replace it. Chart-Pak charts are reproducible 
by any standard method. 








FOR FULL INFORMATION simply clip 
this ad to your letterhead and mail to 


CHART-PAK, INC. 


341 River Road, Leeds, Mass. 
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What is the origin of OR? 


root eee 
Ne ee ee 


Facilities available for printing special 
patterns: also precision tape-slitting. 


Operations research developed in England during World 
War Il. Operational research, as it is known in England, 
was a method of trying to work out solutions to strategical 
and tactical problems of military operations by subjecting = 
these problems to the scrutiny of a group of scientists repre- 
senting various disciplines, backgrounds, and talents. The 
first problem solved by the OR approach was the improve- 
ment of techniques used to locate and destroy enemy sub- 
marines from the air. 








As its successful military applications broadened, the peace- 
time implications of OR began to be recognized. And after 
the war, executives in business and industry started to use 
OR methods and techniques to solve many of their own 
problems. 
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lt is rather interesting to note that the OR vocabulary 
soon reflected the transition from wartime to peacetime uses: 
for example, “weapons” became “materials,” “command” 
became “management” or “executive,” “enemy” became 
“competitor,” “enemy losses” became “own gains,” “de- : 
stroy” became “acquire.” 











METAL DESK TRAYS 


Streamliner desk trays incorporate every 
possible feature for maximum convenience 
plus modern styling, functional design, and 
color harmony. Trays may be rigidly stacked 
to any desired height. See your G/W Dealer. 
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Cincinnati 12, Ohio 
(Circle number 123 for more information 
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Above: Harrison Storms, right, chief engineer at North American Aviation’s Los Angeles 
division, examines 11” wide engineering-drawing reduction of the company’s rocket- 





powered X-15 made xerographically on XeroX Copyflo 11 continuous printer. Buzz 
Holland, center, manager of photographic and reproduction services, explains process 
to Storms while Mark Keith, reproduction supervisor, holds 24” x 36” original drawing. 
Inset: Ron Crawford inserts a 24” wide original drawing into Copyfio printer, which 
within seconds will deliver a dry, positive print into tray below. 


North American Aviation SA VES ‘100,000 Yearly 


North American Aviation, Inc., has 
figuratively gone supersonic in the rap- 
id reproduction of engineering prints 
for high-speed aircraft. 

This widely known aviauon firm is 
one of the first in its field to install a 
XeroX® Copyflo® continuous printer, 
an ingenious machine that copies thou- 
sands of different drawings in a normal 
working day. Positive prints up to 11” 
wide emerge dry, ready for immediate 
use, at the rate of 20 linear feet a min- 
ute—a print in less than three seconds! 

North American Aviation, Inc., is 
saving more than $100,000 annually 
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through automatic xerographic copy- 
ing, easily paying for the equipment 
the first year. 

The Copyflo continuous printer ac- 
cepts original documents or drawings 
up to 24 inches wide and of any length, 
and reduces or enlarges them to a max- 
imum width of 11 inches, Copies are 
on plain unsensitized paper, offset pa- 
per masters, or translucent vellum. 
Originals may be in type, pencil, col- 


ored ink, or on tinted paper, yet copies 


will be precisely like the originals. 
Simply push a button—and copies 
flow. Through versatile xerography— 


(Circle number 126 for more information) 










clean, fast, dry, electrostatic—Copyflo 
printers offer the speediest, most flexi- 
ble, most economical way to get sharp, 
clear copies from all types of original 
documents or from microfilm. 

For complete information write 
Hatow Xerox Inc., 58-200X Haloid 
St., Rochester 3, N. Y. Branch offices 
in principal U. S. and Canadian cities. 


HALOID 
XE Fe O X 
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Facts about OR 


pany man” who is thoroughly famil- 
iar with the practical business as- 
pects of the problem. An OR team 
frequently includes the services of 
an economist or a psychologist. It 
may even include a meteorologist 
and an industrial sociologist. 


What use does OR make of 
electronic computers? 


Some OR problems can be solved 
with paper and pencil. Others re- 
quire the use of an electronic com- 
puter. On big OR projects a com- 
puter is often used for data reduc- 
tion. A computer is, of course, used 
whenever the number of calcula- 
tions to be performed on the data 
can justify the use of the computer 
because of time-cost considerations. 
Because of the large number of 
variables involved, many OR prob- 
lems can be solved only on a com- 
puter. 

However, even for a big problem 
the OR team does not need a com- 
puter at its disposal. A periodic use 
of a computer on a service bureau 
basis is usually sufficient. 


What mathematical and statis- 
tical techniques are identified 
with OR? 


There are several dozen such 
techniques that are identified with 
OR. Two of the more mathemati- 
cally complicated ones—Game The- 
ory and Monie Carlo Method—bear 
rather whimsical titles. 

Probably at present the most 
widely used OR technique is Lin- 
ear Programming, which permits a 
mathematical approach to the allo- 
cation or assignment of limited re- 
sources to a group of competing 
and interrelated demands. Linear 
Programming permits us to deter- 
mine the optimum decision within 
given restrictions and also to weigh 
the advisibility of changing the re- 
strictions themselves. We can de- 
termine the optimum solution to a 
problem that involves a number of 
variables in terms of both the over- 
all goals and departmental goals. 

Some of the other commonly- 
used techniques include inventory 
control theory, probability theory, 
statistical decision theory, informa- 
tion theory, sampling theory, simu- 
lation, search, theory, queueing 


theory. End 
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less signalling and charting possi- 
bilities . . 
individual record requirements. 


In AUTOMATIC DATA PROCESSING 
the PRE-INPUT STAGE 
is as important as your 


Approach Shot 
is to Par ! 





. .. and we are proud to be 
putting automatic data-proc- 
essing systems “‘on the green”’ 
with electronic pre-input 
equipment. 


ime 
CORPORATION 


THOMASTON, 
CONNECTICUT 


(Circle numover 155 for more intormanon) 
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HOW TO GET A 


DIVIDEND 


WHEN YOU BUY OFFICE CHAIRS 









Just be sure to buy Sturgis chairs with fiber 
glass bases. Why? Because fiber glass bases 
never need refinishing, never wear out. 
Forty-four executive and secretarial models 
priced from $24.50 Zone 1. A colorful bro 
chure tells all. The Sturgis Posture Chair 
Company, Sturgis, Michigan. Address 
inquiries to the company’s General Sales 
Offices, 154 E. Erie Street, Chicago 11, III 


(Circle number 156 for more information) 
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CONTROL MANUFACTURING PROCESSES — OFFICE PROCEDURES 

















VISUAL CONT 


Chart Action, Indicate Trends, Permit Comparison, Organize Facts 


Complete flexibility with limit- 


. Easily adapted to your 


Lightweight panels contain 


clear plastic tubes which are | Company 

individually removable and maybe | gis ition 

shifted from one position to an- 

other ... Clarity of tube provides | Address 

full legibility of contents. | City Zone State 


(Circle number 100 for 


| ACME VISIBLE RECORDS, INC., Crozet, Virginia °°958 
[_] Send us more information on Visual Control Panels. 
| [_]We are interested in Acme Visible equipment 
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Profit these days is more than a motive... it's a 
compulsion. That's why conscientious managers are 
choosing the world’s most advanced calculator: 
Monro-Matic®. That’s why more Monroes are being 
bought. than ever before. That's why more Monroes 
are in use than any other calculator. And that's why 
Monroe Calculators are helping to make profit for 


companies like these: 


ve oe 
Kor.) Tote) 


Monroe Calculators can be bought, leased or rented eo 


in every variety of purchase plan. J 


See the MAN rom MONR | >203 3 


4 for CALCULATING 


Monroe Calculating Machine Company, Inc., Orange, New Jersey ADDING + ACCOUNTING 
Offices for sales and service throughout the world ee, DATA PROCESSING MACHINES 
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How to profit in foreign markets (Continued from page 48) 


things are looked on as permissible 
that we would not consider good 
business here—things that we here 
in America would frown on as be- 
ing unethical, downright dishonest 
or absolutely legally prohibited. 
But if you are going to operate in 
one of these countries, you have to 
be willing to accept the country 
and its economy and its customs as 
they are, and fit your operation into 
the existing scheme of things. From 
what I have seen, an inflexible atti- 
tude is the biggest trap you can fall 
into. 


Q. When you choose a key man 
to head up a foreign operation, is 
personal adaptability the quality 
you look for most? 


A. Absolutely. An American cannot 
go into a foreign country and try 
to build a little America or a little 
New York or a little Chicago 
around him. He must be willing to 
accept living conditions as he finds 
them. He must be willing to accept 
local customs and local people at 
their face value. He must be will- 
ing to live with the local people as 
one of them. Otherwise he will get 
no acceptance. He can’t go around 
talking about the way things are 
done back home. He may subtly lead 
people into doing things the way 
he has learned them in the United 
States, but the best way not to get 
things done his way is to talk about 
superior American methods. 

Incidentally, I'd like to say that, 
to my way of thinking, flexibility 
and adaptability are vital qualifica- 
tions for any management job, not 
just for managing a plant in a for- 
eign land. 


That brings up another 

point of interest in your 
own management practices, Mr. 
Carmichael. A fairly common 
practice when a new president 
comes into a company is for him 
to bring along his own people 
for key jobs—perhaps men he 
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has worked with in the past 
who understand his personal 
way of doing business. But you 
didn’t do it that way when you 
joined Scripto, did you? 


A. No, I kept exactly the same 
management group that I found 
when I came in. They are all still 
here; I don’t think I have replaced 
more than one person since I have 
been with the company. I kept the 
same group, I did a little re-mold- 
ing, and I changed some methods, 
but essentially the management re- 
mained the same. At the time I 
came in, it was necessary for me to 
recruit someone from the outside 
to fill an actual vacancy that existed 
in the management. And through 
the years, as we have grown, it has 
been necessary to add more man- 
agement people, but it has not been 
on the basis of replacing existing 
management personnel. 


Q. What was your reason for tak- 
ing this approach of maintaining 
the existing management intact? 


A. There were two reasons. First, I 
felt the existing organization was 
such that it could be molded and 
motivated to do the job that I felt 
the company could do. But equally 
important, if not more important, 
was the belief that I had then, and 
still have now, that it is a severe 
error to make changes in manage- 
ment just on the theory that a com- 
pany needs a change. 

To my way of thinking, the true 
test of any top manager is to get 
the best out of the people you have. 
Anyone can fire and hire in an at- 
tempt to get better talent. That is 
the easy way and anyone can do it. 
But when you do that, you usually 
throw away more than you get. | 
think the real executive is the one 
who takes the people he has at 
hand and develops them to give the 
very best they have in them. 


Q. But suppose the best a man has 
in him turns out to be not good 
enough? 


A. Then you have to go out and 
replace him, or supplement him or, 
do whatever is necessary. But I 
say it’s a mistake to try to replace 





“The real executive takes the 
people he has and develops 
them to the fullest.” 


a possibly good man before you try 
to do everything in your power to 
attempt to bring him and his per- 
formance up to the good, sound 
level that vou need. 


Then in both principle and 

practice, you are in favor 
of developing an existing man- 
agement, rather than bringing 
in fresh talent? 


A. I think the “clean sweep” that 
some presidents make, or even the 
replacing of men in certain key jobs, 
is ridiculous. It is ridiculous because 
it means throwing away a tremen- 
dous amount of experience, of com- 
pany investment, and of future po- 
tential. The dollars that a company 
pays an executive over a period of 
years constitute an important in- 
vestment. You let the man go, and 
the investment in him is gone. It is 
like saying you are going to junk all 
the machinery in your plant be- 
cause you don’t like its shape or be- 
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REVOLUTION 
IN BANK 
1 DATA PROCESSING 


... The FIRST National Bank of Boston, oldest 
and largest in New England, starts new era of 
bank accounting .. . introduces truly integrated bank 
] data processing with Honeywell’s DATAmatic 1000 
| ... newest, speediest, most accurate 
development in its field. 





A TRULY INTEGRATED OPERATION DATAmatic 1000 has already begun processing 


special checking account records at The FIRST. 


DATAmatic 1090 will eventually handle the bulk of the bank’s record-keeping which 
embraces 31 departments, over 90 services, 26 offices, and 3,890 employees. 


Here’s how DATAmatic 1000 will revolutionize bank paperwork: 


@ Post 250,000 checks and deposits per hour e@ Print up to 12,000 dividend checks per hour 
@ Store 750,000 stockholder records on ten reels of @ Sort economically at electronic speeds 
eenpaee Sape @ Use magnetic character equipment now being 
Verify checking account numbers automatically developed 
Generate own name code for alphabetic files For full details about DATAmatic 1000, call or write 
! DATAmatic Division, Dept. M-9, Newton Highlands 
Search several tapes simultaneously 61, Massachusetts. 


Read, record and process simultaneously Honeywell 


& 
& 
ca 
@ Print 6,000 monthly statements per hour 
at 
@ Feature off-line conversion equipment 

* 


Read 900 punched card checks per minute DATAmatic 


ELECTRONIC DATA PROCESSING 


(Circle number 140 for more information) 
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cause you think it is not doing the 
job you want it to do. Now, if the 
machinery won't produce, if it is 
inefficient, if it is costly, then there 
is a reason to throw it out in the 
backyard. But assuming it is good 
machinery, that can be developed 
and adapted to do the added things 
you want it to do, then you would 
be silly to throw it away. I think it’s 
an unquestionable sign of a’ poor 
manager if he has to start over with 
new management personnel, rather 
than work with what he has. 


Suppose a top executive is 

confronted with a man 
who is just not measuring up to 
his job—and nothing that is done 
to develop or train him seems to 
help. How do you recommend 
dealing with this situation? 


A. Half the time the failure of such 
a man is due to the fact that top 
management has put him in over 
his head. A man may be capable of 
doing a very creditable job on one 
level, but if you move him up to 
the next level, he is just high enough 
to be insecure and unsure of him- 
self. Why destroy the man com- 
pletely by replacing him? 

Instead of fring him, isn’t it bet- 
ter to bring him back to the level 
where he can operate confidently 
and do a good job? Everybody 
can't be a controller, everyone can't 
be a vice president in charge of 
manufacturing. People have capa- 
cities that are naturally different. 
My philosophy is that if a man is 
working in a job that is over his 
head, move him back. Now, some- 
times you can't hold a fellow that 
way—his ego won't let him move 
back. Then you lose him. 


Q. Do you think it really is possi- 
ble to move a man back once he 
has been at a higher level? 

A. Certainly it is. In our company, 
we have one or two men who are 
working at levels lower than where 
they were when I came in. They 
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“Why I do business in the South” 


James V. Carmichael, an enthusiastic booster of “the new 
South,” has been instrumental in the economic development 
of his area. Example: during World War Il, he helped attract 
the country’s largest bomber plant to his home town of Mari- 
etta, Ga. Asked what advantages the South offers his own 
Atlanta-based company, Scripto, Inc., as well as other firms 
that operate in the South, Carmichael gives this answer: 


“The South offers the businessman a variety of advantages— 
a climate he can enjoy year-round . . . generally a more 
relaxed and enjoyable way of life . . . excellent distribu- 
tion and shipping facilities . . . excellent research facilities 
at our universities . . . a dynamic growth market in the 
South itself . . . an economy that seems almost recession 
proof because of its diversity. 


“But the biggest advantage is a plentiful supply of a very 
satisfactory type of labor. Most of the people here in the 
South have a heritage that goes back over several genera- 
tions. These roots make for a stable type of employee. In our 
Scripto plant, absenteeism is practically nil; turnover is practi- 
cally nil. And our people give us a full day’s work. 


“Up until World War Il, the South’s labor supply was largely 
unskilled. But when plants opened all over the South because 
of the emergencies, a huge supply of semi-skilled and skilled 
labor was created. Even our unskilled people became im- 
proved in their desirability, because they became shock- 
proof to industry. They learned how to work in plants, how to 
work with other people, how to obey the shop routine. They 
became industrialized, if you please. 


“In addition to skilled and unskilled labor, the South offers a 
plentiful supply of technical and scientific personnel, the out- 
put of Georgia Tech and other of our fine technological in- 
stitutions. Formerly, we trained these men and had to export 
them to the North, because there was little work for them 
here. Now, however, with GE and Westinghouse and so 
many other companies opening plants and laboratories all 
over the South, these highly trained technical people are 
able to stay in the South—which most of them prefer to do. 
Thus a company moving into the South has a built-in supply 
of engineers and other technically trained specialists. 


“Furthermore, companies moving to the South find they 
have no trouble satisfying people they bring in from other 
sections of the country. My experience has been that people 
transferred here by their companies generally prefer to stay 
in the South permanently—sometimes even sacrificing pro- 
motions in order to stay here.” 
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“A thousand things enter into the job of evaluating a 


< 





were not doing a good job then; 
now they are doing a terrific job. 


What are some of the 
other methods you have 
used ?o get full potential out of 
the people associated with you? 


A. The main thing is letting people 
do their job. It may sound trite, but 
this is where many management's 
fall down, I believe. I say you have 
to let people make mistakes. And 
they will make mistakes, but it will 
average out in your favor. If the 
guy has the stuff in him, he'll learn. 
There's something else too—you 
have to make people believe they 
can do the job. This is a pure ques- 
tion of leadership. It is the top 
man’s job to display his confidence 
in the people under him, and to 
inspire them with his confidence. 


Q. How do you determine when a 
man is measuring up? How do you 
evaluate executive performance? 


A. I couldn't possibly tell you. I 
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don't have any set of check-rules 
and I think it is a mistake for top 
executives to measure their people 
against a standard measuring stick. 
Two men can do the same job en- 
tirely differently and end up with 
the same very creditable results. 
But if you use a standard formula 
for measuring their performance, 
one man may show up extremely 
well, while the other one according 
to the formula is a complete flop. 

There are a thousand things that 
enter into the evaluation of a man- 
ager. Profit is a part of the picture; 
leadership ability is part of it; 
meeting goals is part of it. But there 
are so many other things involved 
that it is impossible to reduce exec- 
utive evaluation to a formula. A 
qualified top executive knows 





This article is included in 
the newly published book 


THE DECISION-MAKERS 


For details, see page 59 








Scripto executives (I to r): Controller R. J. 
Morawetz and Vice Presidents C. A. Little, 
P. J. Brown, Jr., and W. H. Berg. 


whether his people are functioning 
properly, but he may not be able 
to tell you specifically how he 
knows. It depends so much on the 
clues you get from observation, 
from working with your people. 


What methods does your 

company use to _ train 
qualified young men for man- 
agement responsibility? 


A. We put a lot of emphasis on 
community activities as a method 
of management training. I feel 
strongly that a company must take 
an active part in community affairs. 
By having some of our younger 
men take a hand in charity drive 
programs, for example, and other 
community endeavors, we find that 
we get a return because the parti- 
cipation helps our fellows develop 
management skill. It develops in 
a man the ability to work with other 
people as part of a team. Or at least 
it gives us a clue as to whether he 
can work with other people in 
groups. 


Q. Does this get back to what you 
said about the importance of 
adaptibility and flexibility? 


A. Yes, but work on a community 
project is an even more severe test 
than that. To take the lead in a 
community project requires real 
leadership. The leader hasn't got 
the right to fire and hire and disci- 
pline those who don't perform. If a 
man can handle that kind of a sit- 
uation successfully, we feel he will 
probably make a good business 
manager too, because in the busi- 
ness environment, he will have 
much more authority with which to 
handle his leadership responsibility. 


Q. You said you have expanded 
your management group over the 
years by bringing some new people 
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manager; you can’t use a standard measuring stick for everyone.” 


in. How do you go about finding 
and recruiting the people? 


A. I look around in my friends’ 
companies, see who are their best 
people and then try to pirate them 
away. I steal people from our own 
industry, as well as other industries, 
and from companies in other sec- 
tions of the country as well as local 
companies. 


Well, what methods do 

you use to mold your in- 
dividual management people 
into a cohesive and coordinated 
group? 


A. The answer to that is communi- 
cations. I think the most difficult job 
in industry is this matter of com- 
munications. I don’t think anyone 
really has the answer to it. In many 
companies, the president issues a 
memorandum or an edict and by 
the time it gets down to the third 
echelon it is garbled to the point 
where people don't know exactly 
what it means. 

I think at least a big part of the 
answer is to try to keep everyone 
down to at least the foreman level 
directly informed of what is going 
on—what the company’s plans are, 
what the sales programs are, what 
the objectives are, what is the com- 
pany’s philosophy in doing busi- 
ness, your philosophy of personnel 
relationships all these things. 
Without that kind of information 
flowing freely throughout an organ- 
ization, people just can't do their 
job. 


Q. You say direct communication 
with foreman and others. Does that 
mean avoiding formal channels of 
communications, so that foremen, 
for example, can communicate di- 
rectly with top management? 


A. Yes. I believe in making man- 
agement available to the man on 
the firing line. In many companies, 
a foreman has no more chance of 
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seeing the manager, or the presi- 
dent of the company, or the vice 
president of the company than he 
has of fiying to the moon. It just 
isnt done. Either the management 
group is too busy, or they have a 
philosophy that they are executives 
and aren't supposed to deal with 
people at lower levels. We have 
formal lines of communication at 
Scripto, but my philosophy is that 
people should be encouraged to 
talk directly with top management 
any time they have something they 
think is worthy of being talked over. 


Q. In an average week, how much 
time do you personally spend talk- 
ing to people in your company? 


A. I would say that at least 50% of 
every week is spent talking to peo- 
ple—department heads, foremen, 
workers. 


Q. Then apparently you feel that 
as president of your company one 
of your major responsibilities is to 
communicate directly and _per- 
sonally throughout the organiza- 
tion? 


A. No doubt about it. I don’t see 
how anyone can run a company in- 





telligently without knowing what is 
going on down below and without 
letting the people down below 
know what is going on up above. 
We take the position that our peo- 
ple are entitled to know not only 
what they are supposed to do, but 
why. We make a practice for all of 
our management people to seek 
opportunities to talk not only with 
lower levels of management, but 
with the workers. Without that kind 
of effort, we certainly couldn't have 
the kind of personnel relationship 
that we want. 

Now, in addition to encouraging 
this informal type of communica- 
tions from top to bottom and from 
bottom to top, we also carry on the 
usual program of formalized com- 
munication. But, to my way of 
thinking, it is the informal commu- 
nications you build in an organiza- 
tion that really make the difference. 

I don’t think it is over-emphasiz- 
ing the importance of communica- 
tion to say this—that it is the posi- 
tive attitude we have been able to 
build throughout Scripto, as a result 
of our emphasis’ on communica- 
tions, that has made it possible for 
us to expand our company to 
world wide proportions. End 
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ALA. Birmingham—Office Outfitters 
Zac Smith Stationery Co. 
Dothan—Hudson Office Supply Co. 
Mobile—Waller Brothers, Inc. 
ARIZ. Phoenix—PBSW Sup. & Equip. 
Tucson—Howard & Stofft 
ARK. Little Rock—Parkin Prtg. & Stat 
Paragould—tTrice Brothers, Inc. 
CALIF. Anaheim—Anaheim Office Furn. 
& Sup. Co. 
Bakersfield—Valiey Office Supply 
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Glendale—Hopper's Office Furniture 
Hollywood—Hollywood Off. App. & 





of Burlington, Iowa 


St. Louis—Lammert Furniture Co. 
Sikeston—Scott Office Equipment 
Springfield—Elkins-Swyers 
MONT. Billings—Gazette Printing 
Great Falls—tTribune Printing & Sup. 
NEB. Hastings—Hastings Typewriter 
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Metwood Office Equipment Corp. 
Pearl Desk Co. 
Regan Office Furniture Co. 
A. Pearson's Sons, Inc. 
Westcort Company 
Niagara Falls—George H. Courter 
Olean—Standard Equipment Co. 
Rochester—Heinrich-Seibold Stat. 
Syracuse—J. Hillsberg Safe Co. 
Inc. Utica—Genesee Office Equip. Co. 
N. C. Charlotte—Pound & Moore Co. 
Fayetteville—Fayetteville Off. 
Greensboro—Kinney-Keesee Sup. 
New Bern—Owen G. Dunn Co. 
Raleigh—Capitol A arg Co. 
Edwards & Broughton Co 
N. D. Bismarck—Gaffaney & Shipley 
Fargo—Gaffaney's Office Speciality 
Grand Forks—Gaffaney's Off. Spec. 
Minot—Gaffaney's Minot Stationery 
Wahpeton—Globe-Gazette Prtg. Co. 
OHIO Akron—Summerville’s 
Canton—Office Equipment Co. 
Cincinnati—Globe Office Equioment 
Cleveland—Randolph Desk 
Columbus—F. J. Heer Printing Co. 
Dayton—Archie Sherer Co. 
Elyria—tLorain County Stationers 
Findlay—Evans Typewriter Co. 
Toledo—Newell B. Newton Co. 
OKLA. Ardmore—National Off. & Bank 
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Los Angeles—Pacific Desk 
Sacramento—Capital Office Equip. 
San Bernardino—Stockwell & Binney 
San Diego—Austin Safe & Desk Co. 
San Francisco—Beier & Gunderson 
San Jose—Kennedy Bus. Mach. 
Santa Barbara—tEbersole Off. Mach. 

COLO. Denver—W. H. Kistler Stat. 

CONN. Hartford—Barney's of Hartford 
New Waven—Joseph F. Yates, Inc. 

DELA. Wilmington—Matthews Bros. 

FLA. Bradenton—Bradenton Off. Equip. 
Fort Lauderdale—Dean's 

Thompson Office Equip. Co. 
Jacksonville—Office Equip. & Sup. 
Miami—Blank, Inc. 
Orlando—George Stuart, 
Pensacola—Pensacola Office Equip. 
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Savannah-—Kennickell Prtg. Co. 
Thomasville—The Book Store 
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Marshall Field & Co. 
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Quincy—Dunlap Typewriter Co. 
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Springfieid— Jefferson Stationers 
Zion—Burgess, Anderson & Tate 
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O'Reilly Office Supply 
4 m. 6. Burford Prtg. 
South Bend—Business Systems 

JOWA Cedar Rapids—Morris Sanford Company 
Council Bluffs—€marines 
Des Moines—Storey-Kenworthy Co. 
Dubuque—C. F. Cody Company 
Marshalitown—Marshall Off. Sup. 

Mason City—Yelland & Hanes 
Muscatine—Leu Typewriter 
Newton—Newton Office Supply Co. 
Sioux City—Sioux City Stationery 
Spencer—Bergstrom Office Supply 
Waterloo—tLatta's, Inc. 

KAN. Hutchinson—Roberts Pg. 
Salina—Consolidated Prtg. & Stat. York—H. G. Bancroft 
Topeka—Thacher, Inc. R. |. Providence—Providence Paper 
Wichita—Bauman Office Equip. Co. S$. D. Rapid City—Western Stationers 
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Supply 
Bartlesville—Bartlesville Stationery 
Lawton—Southwestern Stat. & Bank 


Sup. 
Oklahoma City—House of Wren 
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Tulsa—Scott-Rice Company 
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ments. 


SOUSSSSSSSSSSSSSSSSESSESEHSSSSEHESHESSSHASSSESSESSSSSEEEEESEEHESEESE 


FREE READER 


100 101 
112) «113 
124 125 
136 137 
148 149 
160 161 
172, 173 
184 185 
196 197 
Q 909 
32, 233 
44 245 
256 257 
268 269 
280 281 
292 293 


2 SEPT. 


Name 
Title 
Company 
Address 
City 


102 
114 


103 


In NA OA 


SERVICE CARD 


104 105 106 
116 «117——«OVE 
128 129 130 
140 141 142 
152 153 154 
164 165 166 
176 177 178 


188 189 190 
200 201 202 
212 213 214 
224 225 226 
236 237 2 
48 249 250 
26 261 267 
272 «- 273+=«274 

4 285 286 
296 297 


PLEASE PRINT 


Zone 


Number of employees in your firm 


_ 


08 109 
120 121 
132 6133 
144 145 
156 157 
168 169 
180 18} 
192 193 
204 205 
216 217 
228 2 
240 24) 
252 253 
264 265 
276 277 
288 289 
300 301 
State 





Send Management Methods for one year at $5.00 
| Bill me 


Bill company 





eSSSSSSSSSSSSSSSSSSSSHHSSSSHSSSSSSSHSSSSSSSSSSSSSESTSSASESE SEL 2E% 


FREE READER 


100 «+101 
> ee 
124 ia 
136 137 
148 149 
160 161 
ey Ze 

184 185 
196 197 
208 209 
220 221 
232 233 
244 245 
256 257 
268 269 
280 281 
292 293 


1 SEPT. 


Name 
Title 
Company 
Address 


City 


Number of employees 


SERVICE CARD 


104 105 106 
116 117 118 
128 12° 130 
14 141 142 
152 153 154 
164 165 166 
176 177 178 
188 189 190 


200 201 202 
212 213 214 
224 225 226 
236 237 238 


248 249 250 
260 261 262 


3 274 
34 285 286 


29 


107 
119 
143 
155 
179 
191 
203 
215 
227 
239 
251 


PLEASE PRINT 





108 109 
120 121 
132 133 
144 145 
156 157 
168 169 
180 618] 
192 193 
204 205 
216 217 
228 229 
240 241 
252 253 
264 265 
276 277 
288 289 
300 301 
State 


Cc 


rh 


OoON OO & WwW 
oO ona NM 


AD = «at at ow ow 
°o 
oa 2 HN @ 


> 
Dp 


Le 
fe 


230 
242 
254 
266 
278 
290 


302 








Bill company 





——- 


Send Management Methods for one year aft $5.00 


Bill me 


SOR SRA AEEEEEHEHSESAESSSOSEEESAHEEAEEREEEBHEE EEE BEBE BAABBABEEBBA Beat 


CROSSES HESS SEEBESESHESSSHEAEAEEEREEEHEEEESEESEEESESEEHSEHAESEEEHESISSESESOREBESEEEEE EEE ES AEE EES BAERHEEEEHEEEEE 


Gav) SDIANSS YAGVAY Jdud SIHL WVW GNV LNO AVL 


« 





Leopold gives you a warm reception 


First impressions are lasting ones. That's why so many leading 
business and professional men prefer the welcoming warmth of 
Leopold furniture—genuine black walnut. Whether it’s for reception 
room, conference room or executive office, the friendly feeling of 
black wa!/nut, fashioned by Leopold, inspires confidence. 


/t also shows your extreme good taste. 
For complete office planning, see your nearest dealer—listed on the facing page 


« — - 
wl / COPOCCEL of Burlington, Iowa 


CRAFTED IN THE HEART OF THE BLACK WALNUT REGION 


(Circle number 138 for more information) 









terrible time!::-? _. 
Having \ —o _wish you Were here! 























... Wild man dictation? Ah, but a 
wild man executive! No drawer space, 
no work area, clutter piling 
up, driving him C-R-A-Z-Y! Nobody 
else gets much done either. 
Unhappy, unprofitable situation — 
getting worse by the minute! 


*K 


Then along came the Invincible Man 
with the office plan 


. with a plan to transform the battle area any office bottle-neck ~— and the world’s 
into a haven of efficiency. An Invincible execu- finest steel desks, modular units, chairs, 
tive suite (stunning new Mono-Wing Modern- files, for all executive, professional and 
aire desk with smart Aerogrill pedestal, plus general office requirements. 
modular grouping of Modernette lateral work 
area and wall ensemble). Our now amiable _ vincible Man is nevertheless a doer of great 
executive gets more work done with less effort — deeds. Call on him without obligation for 
and, obviously, without misery. Simple when _ Periedic gga kot = ie ace 
you know how — as the Invincible Man cer- Sr planning Survey form for needling. 
tainly does. He offers planning service to solve out your own office ideas. 










*Not really wearing shining armor, the In- 
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INVINCIBLE ~~ 

METAL FURNITURE COMPANY en 
Dept. C-9, Manitowoc, Wisconsin 






Business-engineered for better business living 


INVINCIBLE 


METAL FURNITURE COMPANY, Manitowoc, Wisconsin 


In Canada: A. R. Davey Company, Ltd., Factory Rep. 1162 Caledonia Rd., Toronto 10 “a 










Without cost or obligation please send invincible 
brochure and a survey form from the Invincible 
Planning Kit. 
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